FLYING OFFICE: Sam Keener, president of Salew Engineering 
Co., Salem, Ohio {rear}, with Elwood Broadwater of thaf com- 
peny in Mr. Keener's DC4 flying office. See page 36. 


a wee . > ee a ee at Se “er 2 ae.) ae a>. a ee 
oo +m a a a ere 
a - 2 ? oo. . et AN Beh. Ope, oa Who 3" ana e AE ¥ See hel ; bits . . 
as rt oe Baja) ~ ,  * ee ee i . cee a 
re rs 
ee" | * 
: eh “% ( s . 4 | ry 
: oe hse ee 3 aw - fa 
ait Byes” 21 a v ge x heap 
si ah “a % Fa £[*f @ ; : 
5 3 S to eae ead oo a ni ‘ ae bit 
i : f de Ato Be a eee : . ¥ a i ey 
ay 2 : y g&t.lUCUCL ey & a ; sien cd 
ae ? . ; : = " ne oe ae a 
at =_ | ea Pic BEL “se oe 4 
ia a > ae, ee rq = f EY: 7 . iy 
_" te. 5 i a ’ Cree 3 Rp : * Sk i = 
Pw Bia as 9 he Ff FF ™~®», sl, Reh oe wa 4 
i ees ' ce WBE aio oo a ieee. pa Dome: aapeats ; See ee Pied 4 ging wa 
ie _ i — ig S aes Ie Me » “ sw at ave 
“6 d q é; =, c . * | ni 4 2 
die Hd ee f- . .; x pi, as = i Se ee i ee oe Oh 
cal! eh ms oo ae es J Oy Se EE Be, ay : aes apt 2 ial 2 
i ‘ae ££ & ee EN” ae Y ie Lf a cr Ee ; om ‘ 
| ae oe Bas ee Ss —) ey &) ; it. 
: me. oe f° por ee Shea ae ee ae oe “pmes a 
> Vor ae 2 Bens P 4 > ae ee ; gg » a : 
i a 4: 6 7 Pi 4 he <j ’ “a " 7, : f s be oo 
mo «et aS ae, 5 aes, : > 7 : ; . tt < 
NIGCTLICIYZ( ITI OT 
ai 7 a. Z =a ; | a f s | 2° oes Bo, i ' : seat gfe os Ae 4 
bag Sa, 3 — ae ae . Sa & ie OM rs root aa > Se = fo © a 
oe ee ee <cigganeaane a : 
a : ; oF 
r . SF te ES 
eae >) Sake oi : be 
als : "Ss | e ' ; p. col wie. | J 
E : 2 TR - ath ee coe Tk 
os AND FOUIPMFN 
—_— sel # “4 a Es ¢ bj wi! 
¢ Fi [TW sz. SS gs af , :. ao yy. 
iy he £ ' # AL AVELLAY | a 
ipa Seat ae lene Kicrng Paes YA Magia ; ‘ 
pe _ "th a 
: ae e 
r a oes : “4 
: q a 4 Bie acet ¥ $> ig geo. 7 a See a Pe ee ah LY ae SS i. 
OO er Cae re : 
0 es oe on ae, en oat eke SR] 
is eT" + ¥ & ? - 
oe ‘> = ee. i ae Oe j a) | , e" mee =. 
Si a i y Se * 9 
ape oe [ zu oe j me he 7 
wo - Ye : Se Ai ee , 
i - i ‘ es - 4 > 
anit WwW TH —_ A. 
at oa i® a a... 
7 “Ss 4 a 2 # ° gos ay F sal pt ‘ 
eer: Oe ia eis, ai R x x og f 4 
Ps it ¥ J ~ A ¢' ‘ '"_S ee d 4 , " iad + 
5 : Ey, s ae . ea i 
an rn = \ me | = 
j pi Ore . - gael : : y é : “Fe, lai ie arn Py 4 . 
+. oie ay. \ iy ' . fag |B ae 
pak a} ie ; : : of \ F ” & ra - 
ae M4 Fs a F \ : 3 [? . wi. @ » 7 Begs ? 4 3 Pm a es 
ei : a t Pe i , » oe rd i e ‘ i s 
a a | a \ _— 4 x rs an ytd Ne > Pe 1 i ; : 4 
oo Fs reer if — a eee 
Bi i : 2 cai 4 , 
i | e; Ursa : 2 , ae ~F % t eae i he Y 
«i +=4- wer . & an, 
= ~ , + Be " g be ¥ ; | Le J F : as : Bs 
ie ’ es te en a 7 a 3 3 
p : a rs Eoin a ann ne ee daar “sr * oat af * Oe 
-_ \ = ee * ty? cr 
f a? : 4 od . j Bs 
: oz . ' .—— 4 right = 1. F . 3 SS. + are s 
5 ‘ a 3 7 Leen 28 ei ~- 
| ll \ ~ my : Phe i vom 
>” a oe og , al fs 
eo \ * og 0 aa me a aed te hi 
ae a, 2 eee tz 5 lite 
F \ = x > ~ ge ay ME te Fe <4 re q ‘ " , ths 4 ¢ 
a - ia a « ae ; 
se: —_ ie a ati é nit : 
a “ an ae ee ced os “a re . bier * iS 
= & geeks Ry Rare tee, Sine gee Sune tine ce Came Poe | lh ie Wace. Saag seem ; 
i bd as % 
ve ED: bes a ’ 
: ee = 23 4 
. ——— 
it B ] a hse F ‘ = = i : 
a F : 
t ; Si ain B R, 1950 ey 
e. 3 , aS 
a ay antosr © 20 on } e 
e¥ Sng a 
vaplie: eS : j a ee s iar 4 tes okay 
2 fF oN ey co eas pe « B > ee “0 ae 


No. 6541 


t PAY TO THE ORDER OF 


} 


‘ 
' 

‘ 

' 

! 

' 
seeny 
“ ‘ 
mei, 

' 

’ 

‘ 

aa 

' 

‘ 

' 


NOT VALID IN EXCESS OF $100.00 


ENTING FOR PAYMENT [TIS YOUR 
NO EARNINGS 


‘ 
' 
i 
' 
' 
t 
uy 


PACKED 
cnx 0 oY sv 


SENTING FOR PAYMENT IT 1S YOUR 
AND EARNINGS 


AIOE RES CANS He Rem Faia 


PRO IS a 


urd 


RUN NO ano 
DEALER cope Lie 


pare 
INSTALLEO 


Perarms Mace 
AnD COMmENE 


moor. Sem AL INSPECTOR 8 
NO no ame 


BER OR OCSCRIPTION 


WARRANTY 


© MAINTENANCE ¢ 


| PECEIVED PAYMEN 
iS 


PatenTeO-mOOet LUE SS POPE ING masons PaLKESe 


; 
i 


¢ 
¢ 
¢ 
¢ 


1 Sales Books for 
Every Business Operation 

2 Continuous Interleaved 
Typewriter Forms 

3 Continuous Register Forms 
and Registers 

4 Fanfold Billing 
Machine Forms 

5 Speedisets for Fast 
Carbon Extraction 

6 Marginal Punched 
Business Machine Forms 


The show goes home 
on the dotted line 


Televising a show takes talent, technical 
genius and paper forms—plenty of them. 


Programs, for example, are arranged and 
talent screened with paper forms. Salaries 
are paid, advertisers billed and checks, in- 
voices, statements typed on paper. Forms 
even buy factory parts, check inventory, 
see a set assembled, then deliver it. 


Moore’s DOTTED LINE helps keep all these 
operations grooved and swift-moving. It’s 
the perforation on forms made by Moore— 
and an idea, a time-saving, cost-cutting 
system that puts snap into the work of a 
single employee or a company. 


Here—in Moore’s DOTTED LINE—you have 
an invisible force that runs through an 
organization saving profit where profit is 
often lost. Forms may vary from a simple 
stock Order Pad to a 14-part continuous 
Order-Invoice giving many departments 
full instructions from one quick writing. 


Let a Moore representative show you 
how (1) system is improved and (2) cost 
controlled in businesses like yours. Or write 
any factory: Niagara Falls and Elmira, 
N. Y.; St. Paul, Minn.; Denton, Tex.; Los 
Angeles and Emeryville, Calif.; Salem, Ore. 


MOORE 


BUSINESS FORMS, INC. 
Offices in over 200 cities. Regional factories and distri- 
bution points in Canada also * %* * THE*RIGHT 
BUSINESS FORM FOR EVERY FORM OF BUSINESS! 
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FOR EFEICIENCY! 


No. 876 “THE TYPIST”. Equipped with 2”-thick No. 1275 “THE STENO”. 3'4”-thick coil spring seat No. 1175 “THE SECRETARY”. Deluxe chair with 
molded foam rubber seat —fully adjustable back- —fully adjustable backrest and seat height with 314"-thick coil spring seat—fully adjustable 
rest and seat height with Handwheel controls— Hand wheel controls — ball-bearing swivel. Tubu- backrest and seat height. Finished in new Cus- 
ball-bearing swivel. Tubular steel; oven-baked lar legs are Royalchrome plated. tom-Satin Chrome for distinction and durability. 
enamel finish. No. 1075, this model in oven-baked enamel finish. 


THEY’RE BETTER LOOKING BECAUSE THEY’RE BUILT BETTER 
THEY COST LESS BECAUSE THEY LAST LONGER 


CROSS-SECTION OF ROYAL'S COIL SPRING SEAT 


20 heavy gauge, tem- 
pered steel coil springs 
covered by finest 
cotton padding and 
rubberized hair pad. 


*See them now... where you see this emblem of your Authorized Royal Dealer . . . 
or write us for literature and name of Royal Dealer nearest you 


“ATTENTION TO DETAIL” is what our friends 
call it. Attention to comfort, to tailoring, 
to multiple adjustments for the personalized 
needs of the user. The craftsmanship Royal 
has put into 53 years of metal furniture 
making . . . has all gone into this superior 
trio of new ROYALCHROME Posture Chairs. 


ROVALCHROME 


a 
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ROYAL METAL MANUFACTURING COMPANY 


175 @ NORTH MICHIGAN AVENUE - CHICAGO 1 


Michigan City, Indiana New York City 


October, 1950 OFFICE MANAGEMENT AND EQUIPMENT 


Los Angeles Preston, Ontario 
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See, it opens 
Just like 
a book 


The Mechanized Filing Equipment 


— on payload, or usable filing 
capacity, Super-Filer costs 10 to 15% 
less than conventional first grade files. In 
addition it saves time, effort and money 
every day it is in use. 


This five-drawer Super-Filer is today’s 
most modern, most mechanized filing 
cabinet. It frequently pays for itself in a 
short period of time and since it lasts 
indefinitely it will go on reducing your 
filing costs for many years to come. The 
GF Super-Filer has been time tested, 
fully proved and progressively improved. 
What it has done for others it can do 
for you. 


Our nearest branch or dealer will be 
glad to survey your filing requirements 


iso complete line 


or put a Super-Filer on trial for 10 days 
without cost or obligation. 

Let us send you a free booklet illus- 
trating and describing completely the 
features of this outstanding Mechanized 
Filing Equipment. Write The General 
Fireproofing Company, Dept. M-22. 
Youngstown 1, Ohio. 


Foremost in Metal Business Furniture 
DEALERS THROUGHOUT THE WORLD 


© GF Co. 1950 
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OFFICE MANAGEMENT AND EQUIPMENT 


Super-Filer’s low operating cost 
and greater filing capacity per 
drawer are based on its unique | 
patented construction—the 
“Swing Front”. Here’s how the 
Super-Filer works. 


1. A light pull swings the drawer 
front out, releasing compression 
and providing working space, at 
the same time that the drawer 
glides smoothly out of the cabinet. 


2. Operator locates any guide or 
folder in the drawer at a glance 
and instantly parts the drawer 
contents like a book. 


3. This parting motion locks the 
front throwback compressor to the 
drawer head, forming a supported 
wide-angle spread, so the operator 
can file, find or even read any 
record direct without removing it. 
4. In closing, a light push against 
the drawer front releases the front 
throwback plate which again ap- 
plies mechanical compression as 
the drawer glides smoothly back 
into the Super-Filer cabinet and 
is safely latched. 

5. Self-adjusting Divide-a-Files, 
spaced evenly in the drawer, break 
up the drawer load, keep contents 
slanted rearward for easy reading 
and help to maintain compression. 
They are automatically self-spac- 
ing and self-locking. 


Super-Filer is made in 2-, 3-, 
4- and 5-drawer heights, in 
standard widths. Also available 
‘are substitute drawers, cross- 
trays, inserts and partitions 
to adapt Super-Filer for hous- | 
ing practically any type and | 
size of office record or material | 
needing permanent protection. _ 


You must see how the GF Super-Filer works to 
appreciate how greatly it simplifies filing and 
how much floor space, time and effort it can 
save. Your local GF dealer or branch is always 
ready to demonstrate Super-Filer, put one on 
trial, or survey your filing requirements. 
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Office 
Management 


OCTOBER 
Volume 11 


1950 
No. 10 


AND EQUIPMENT 


Office Methods, Equipment, Personnel, and Purchasing 


IN THE recently completed Bonne- 
ville Power Administration Building 
in Portland, Ore., part of a floor of 
which is shown in the picture at the 
top of this page, there is impressive 
evidence of a spreading trend in of- 
fice building construction—provision 
for maximum flexibility in the use 
of office space. 

This building has been leased by 
the Bonneville Power Administration 
for five years. Will there be a new 
tenant at the end of that period, 
with the usual demand for changes 
in electrical services, necessitating 
breaking into walls and _ partitions, 
and for radical changes in the par- 
titions themselves? These were ques- 
tions bothering the Lloyd Corpora- 
tion, which erected the building. 

Burns, Bear & McNeil, architects, 
and W. R. Grasle Co., electrical con- 
tractor, cooperated in solving the 
matter of electric servicing by in- 
stalling 1,200 feet of Plug-In multi- 
outlet strip (National Electric Prod- 
ucts Co., Pittsburgh) just above the 
asphalt cove base around the walls 
on both floors of the building. Mov- 
able steel partitions were specified, 
which with the Plug-In strips makes 
possible unlimited ofhce  arrange- 
ments, with electric outlets at 18-inch 
intervals. 
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It’s a fact. Just switching to CouirHo plates 
makes an astounding improvement in the 
work turned out on offset duplicating 
machines. 


Coutrxo plates have a special printing sur- 
face that defies rough handling . . . that 
makes them a cinch to prepare. Anyone 
can do it. . . just type, draw, or write. No 
training . . . no special skill. Copies come 
out clean and sharp—right from the very 
start—without smudges—without finger 
marks. Coutruo plates not only give you 
better copies, but more copies. And plates 
don’t come more rugged than CoLitHo. 
You can fold them for mailing and still not 
spoil their printing qualities. 


If there’s an error, you don’t have to do 
the whole job over. Just erase and make 
the change. CourrHo plates don’t know 


HOWTO GET BETTER COPIES FROM ANY OFFSET DUPLICATOR 


what it is to grow old. File them and they'll 
give you sparkling copies years later. 


In addition to all their superior advantages 

for regular duplicating purposes, CoLITHO 

plates have important uses in business 

forms to save time and eliminate errors. 
Why not write for specimen 
forms and sample plates to try 
yourself? 

COLUMBIA RIBBON & CARBON MFG. CO., Inc. 

lain Office & Factory: 
1710 Herb Hill Road, Glen Cove, L. L., New York 
New York Sales and Export: 58-64 West 40th Street 


Branch Offices and Distributors in _— cities 
Consult your local Telephone Classified Directory 


(e) 


OFFSET MASTER PLATES 
Colitho Plates make any offset duplicator 
a better duplicator 


moo a ncaa nner 4 


COLUMBIA RIBBON & CARBON MFG.CO., Inc., 1710 Herb Hill Road, Glen Cove, L.1., N.Y. 


I lease send me samples of COLITHO Masters. 
| Name. Title. | 
| 
Company 

| | 
| Address. | 
| City Zone. State. | 
| Make of Dupl Model | 
| | 


Clamp Style. 


BOOKS AND PAMPHLETS 


In his new book, Streamlining Busi- 
ness Procedures, Richard H. Neuschel 
analyzes the individual roles that must 
be played by management on all levels 
in developing simple, orderly, and 
effective business systems and _ pro- 
cedures. Mr. Neuschel, a management 
consultant for McKinsey & Co., has 
brought together in a coordinated pat- 
tern the why and how for answering 
one of management’s most persistent 
problems—the systematic ordering of 
operations. 

The author sees procedure pro- 
grams, and procedure research, analy- 
sis, and improvement as basic ad- 
ministrative techniques. They control 
and coordinate the actions of a com- 
plex business organization, and are 
not mere paper-work mechanics. Mr. 
Neuschel tells how all the pieces of a 
business organization chart can be 
welded into a dynamic, smooth-func- 
tioning entity through the use of in- 
telligent procedure programs—and 
how to attack the individual studies. 

Clerical cost and reduction, an obvi- 
ous aspect of procedures research, is 
treated fully. Likewise analyzed are 
other important benefits that manage- 
ment frequently overlooks when tack- 
ling a procedures problem, e.g., reduc- 
tion of direct costs through tighter 
operating controls; improved customer 
service; better teamwork among de- 
partments, and improved policy execu- 
tion. 

Top management men, responsible 
for administration and organization, 
will find the book’s broad approach in 
line with their requirements. The 
book is of concern to operating execu- 
tives and business supervisors, too, 
because the development of improved 
operating routines and methods is an 
intrinsic part of every supervisory job. 

Priced at $5, the 323-page book is 
published by McGraw-Hill Book In- 
formation Service, 327 West 41st St., 
New York. 


Corporate Treasurer’s and Control- 
ler’s Handbook, published by Prentice- 
Hall, Inc., 70 Fifth Ave., New York, 
provides the reader with a _ single 
source of up-to-date, organized infor- 
mation on practical answers to every- 
day problems. 

The book is comprehensive. Every 
duty of the treasurer or controller is 
covered. Chapters are independent of 
each other, but organization of the 
book takes into account what must 
be known first. 

Edited by Lillian Doris, the volume 
contains chapters written by more 
than 25 contributing authorities, each 
a specialist in his field. 

A partial list of contents includes 
chapters on setting standard costs; 
controlling production, distribution, 
plant and equipment costs; financing 


October, 1950 


a (_——-lc(<i( (DW 2 Ee SO ... 
i “COLITHO TO THE RESCUE” OR 

Z s, . 
Bsfolage 

he os ‘ \\ VF & | 
. a i , f ’ : ee - ey \ 

F 7 Asm 7 | é.\ 4 -_ 7 saa \ 
£ : ee eu! ‘7 e P es 
3 oA a) asi ' <a ‘cS 3 A a A 

% ae y- ne & 4 ea. oN | 
ae a ee ae Z 

% a wis IN KZ “ig | 
4 s is, ae i. 4 ; | 
- \sQ N 
oF i ae 
% ‘ he \ Ee | 

ae 
fF WN 

per | 

eB | 

ae | 
a | | 

-‘s ! * * oe 

; 

\ 

a P| | 

ae ? 

en Seek eb seer cies cee dim tem. dus 00s ae Om Se a an en as es as ee oe ee ce en ce an 

a " 6 OFFICE MANAGEMENT AND EQUIPMENT es 
ee 4 a a Biase 


AUDOGRAPH 


dictation 


costs 


less! 


serves best... 
with 
“oush-button” 


convenience! 


Every business...SMALL and LARGE 
...can save money, time...increase 
individual and office output every 
day of the year! 


AUDOGRAPH sales and service in 180 principal cities 
of the U.S. See your Classified Telephone Directory— 
under “Dictating Machines.”’ Canada: Northern 
Electric Company, Ltd., sole authorized agents for the 
Dominion. Overseas: Westrex Corporation (export 
affiliate of Western Electric Company) in 35 foreign 
countries. 


TRADE MARK "AUDOGRAPH"™ REG. U.S. PAT. OFF. 
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Dictation is EASIER 


@ Stop waiting for anybody or anything . . . pick 
up the microphone and talk, while ideas are fresh 
... While you’re in a mood for getting things done! 


With AUDOGRAPH dictation, action is in- 
stantaneous! No jockeying to “ready” your 
machine for dictation ...no arms to lift... 
no “positioning” of the recording stylus .. . 
no belt-stretching ...no cylinders to break 
(with resulting frayed tempers). In short: no 
nonsense or preparatory abracadabra whatso- 
ever! Just push the control lever and dictate! 


For a quick release from the tedious and time- 
wasting part of your work... for performance 
that cuts correspondence time in half, get the full 
facts on AupocrapPH today! The coupon will bring 
you the complete story ... without obligation, 
of course. 


Made by The Gray Manufacturing Company— 
established 1891—originators of the Telephone 
Pay Station. 


(OGRAPH == 


+ THE GRAY MANUFACTURING COMPANY, HARTFORD 1, CONNECTICUT 
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‘The Colored Pencil 
that amazes 


= 6—_ Silice Managers 


te 


Co : = ae 


Save clerical time! Save 
paperwork! Save office 
money! Never before has any 
colored pencil combined all 
these economy, efficiency 
features! 


@ LESS EVESTRAIN! 
Colorbrite’s brilliant colors are 
easy to read even on colored pa- 
pers and under fluorescent lights! 


@ NO CRAMPED FINGERS! 
You write intense color with a 
feather touch...no bearing down! 


@ FEWER WORK-INTERRUPTIONS! 
The amazingly strong point on a 
Colorbrite Colored Pencil is 
guaranteed not to break in 
normal use! 


@ LESS WASTE! 


The extra-thin Colorbrite leads 
sharpen easily, without 
crumbling! 


@ PERMANENT RECORDS! 

All Colorbrite Colored Pencil 
writing is wetproof and 
fade-resistant! 


ee ee 
BH ose in 


LRERHARD 
TABLE 


ee 


 WOODCLINCHED 


Tell your dealer you'd like to 
try Colorbrite! 


RWARD FABER 


Since 1849 


TRADE MARKS REG. U.S. PAT. OFF. 
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needs for current operations; payroll 
activities; internal reports, and tax 
control and follow-up. 
The volume is priced at $12.50. 
* * nd 


A new 72-page, full color data book 
on the use of Kodagraph reproduction 
materials for office photocopying and 
engineering reproduction has been is- 
sued by the Eastman Kodak Co., 
Rochester, N. Y. 

The new edition replaces an earlier 
one published in 1940 as a reference 
for reproduction departments. 

Diagrams in the new book graphi- 
cally illustrate methods of solving 
special reproduction problems and 
both techniques and equipment are 
fully explained. Particular attention 


Bier Specs, t 


tum Noda, 


Eastman Kodak's Book 


is given to restoration and reproduc- 
tion of worn, damaged, or stained 
engineering drawings and to methods 
of eliminating handwork in cases 
where drawings must be changed. 

Techniques of copying familiar busi- 
ness documents are fully explored and 
the book outlines suggested methods 
of organizing an effective photocopy- 
ing unit. A_ trouble-shooting guide 
lists causes of unsatisfactory prints 
and the remedies for them. 

Priced at 50 cents per copy, the 
valuable book is from the company’s 
Industrial Photographic Division. 

« ok * 

A new folder containing complete 
instructions and recommendations on 
the proper care and maintenance of 
floors has been released by the Asphalt 
Tile Institute, 101 Park Ave., New 
York. Single copies may be obtained 
without charge. 

The folder gives simple rules for 
cleaning and waxing, and also de- 
scribes the recommended types of 
casters, glides, and other floor protec- 
tion equipment to be used on furni- 
ture to prevent marring the surface 
of asphalt tile floors and other resilient 
types. 

An occasional washing with a di- 
luted warm suds solution of a good 
neutral soap or cleaner is all that is 
needed to keep asphalt tile flooring 
clean and attractive. After washing, 
the floor should be thoroughly rinsed 
with clear water and dry-mopped to 
remove all traces of dirt and soap. 


The maintenance instructions  spe- 
cifically caution against the use of 
highly alkaline cleaning compounds, 
or those which are not readily soluble 
in water, or strong detergents or 
cleaners containing solvents such as 
gasoline, kerosene, benzine, turpentine, 
oils, free fat, or acids. 

The Institute recommends water 
emulsion waxes, and cautions against 
the use of waxes containing solvents 
such as benzine, oils, or other solvents 
which will permanently soften asphalt 
tile. If a high, lustrous sheen is de- 
sired, buffing after waxing is recom- 
mended, but under no circumstances 
should varnish, lacquers, shellac, or 
other plastic finishes be used. 

The importance of the use of proper 
floor protection equipment is stressed, 
and if the bearing or contact areas of 
all furniture and equipment are 
smooth, flat, and free from roughness, 
and of sufficient size to carry the load, 
the asphalt tile will remain free of 
marks and dents. 

Floor protection equipment de- 
scribed in this literature not only pre- 
vents any cutting or scratching action 
when furniture is moved across the 
floor, but also assures proper distribu- 
tion of loads over sufficient bearing 
surfaces to prevent unsightly indenta- 
tion. 

*x* *k * 


Capex Co., Inc., 615 South Blvd., 
Evanston, Ill., has available a_port- 
folio of sketches showing their prefab 
convention exhibit displays and back- 
grounds for trade shows, expositions, 
sales meetings, and show rooms. 

Made of Rigicor, a double-faced 
corrugated board, the Capex displays 
take screen or spray-coloring the 
same as any construction board, are 
extremely light in weight, and can 
be interlocked with fibre plugs to 
form any size display or background. 
All are fireproof-treated to meet usual 
requirements of hotels and conven- 


tion halls. 
* OK * 


A new handbook entitled “How to 
Cure Sick Floors” has been published 
by and is available without charge 
from §. C. Johnson & Son, Inc., 
Racine, Wis. 

In addition to a pictorial presenta- 
tion on the correct ways to remedy 
sixteen different types of floor ail- 
ments, the 20-page booklet contains 
step-by-step instructions for the nor- 
mal maintenance of practically every 
type floor and floor covering. 

Among the common floor care prob- 
lems solved in this booklet are crack- 
ing, curling, drying out of rubber tile, 
wax pile-up on all types of floors, 
tackiness, lack of water resistance, oil 
soaking on wood floors, and yellowing 
of terrazzo. Each case receives indi- 
vidual treatment in the form of sepa- 
rate pictures of the malady and indi- 
vidual cures. 

One photograph shows a liquid wax 
applier moving across a_ patterned 
asphalt tile floor leaving a dark, un- 
sightly trail. This picture demon- 
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“7M SORRY THESE SALES 
BULLETINS HAVE BEEN DELAYED, 
BUT WE HAD TO CUT AN ADDITIONAL 
SET OF STENCILS TO 
FINISH THE RUN.” 


““HAMMERMILL 
ADVERTISING SAYS THAT 
WE SHOULD EASILY GET 5000 
COPIES FROM ONE STENCIL 
IF WE USE HAMMERMILL 
MIMEO-BOND. LET’S 
TRY IT.” 


Your mimeographed mailings go out 
on time when you run them on Hammer- 
mill Mimeo-Bond. That’s because this 
crisp, lint-free paper won’t clog your 
stencils... permits operators to turn out 
longer runs of attractive, readable copies 
from one set of stencils. Hammermill 
Mimeo-Bond comes in white and 7 dis- 
tinctive colors, enabling you to put your 
message on a “‘signal system’”’ color that 
will readily identify it. 

For printed headings on bulletins, sales 
letters, price lists and many other forms 
on which mimeographing is done, your 
printer will be pleased to supply Ham- 
mermill Mimeo-Bond. n 

Test Hammermill Mimeo-Bond FREE 
in your own office! Send coupon for 100- 
sheet test packet plus the helpful Ham- 
mermill idea-book “‘BetterStencil Copies.” 


TEST PACKET OF 


sis HAMMERMILL 
If you need a printer whois ready and will- 
| ing to supply your needs on Hammermill MIMEO-BOND 


Papers, call Western Union by number and 
ask “Operator 25” for the name of a mem- 
ber of the Hammermill Guild of Printers. 


—— seocegreneomenren meme, erm rs gg et — 


7 ‘Gienmmameriosm eel 


é es 


- MIMEO-BOND > 


HAMMERMILL MIMEOGRAPH PAPER 


Hammermill Paper Company 
1471 East Lake Road, Erie, Pennsylvania 


Please send me—FREE—the 100-sheet packet of Hammermill Mimeo- 
Bond and a copy of “‘Better Stencil Copies.” 


, 


soem 7 THE WATERMARK . .. IT IS - (Please attach to, or write on, your business letterhead) OM-OCT 
~HAMMERMILL'S WORD OF HONOR TO THE PUBLIC . 
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strates “bleeding colors” or “softened 
tile,’ and the prescription for its 
remedy. 

In addition to sections of curing sick 
floors and on standard maintenance 
procedures, part of the book is de- 
voted to practical hints on floor main- 
tenance that help cut upkeep costs. 
Here are listed the “do’s” and “don’ts” 


of floor care. 
ok ao + 


The lack of a sizable pool of unem- 
ployed means that a large-scale re- 
shuffling of the current labor force, 
rather than the addition of large num- 
bers of workers, will be necessary in 
the case of a major mobilization. 

This is one of the factors in the 
manpower problem pointed out by the 
report, Manpower Planning for Na- 
tional Emergency, issued recently by 


ELIMINATES 
3 MAL 
HANDLING 
DEVICES 
10 OPEN, 
SEAL AND 
STAMP 
YOUR MAIL! 


yews new mailMaster saves precious time 
and money for anyone using the mails. 
Ideal for any office—doctors, lawyers, retail- 
ers, secretaries. Speeds movement of incoming 
and outgoing mail. Eliminates use of separate 
opening, sealing and stamping units. Protects 
postage. 

It’s easy to operate. To open envelopes, 
simply insert the envelope in the machine, 
press down a lever and zip . . . it’s opened! To 
seal envelopes uniformly and thoroughly, en- 
velope flap is drawn across a convenient re- 
cessed table-type sealer. To affir postage, 
simply press down on the plunger and a stamp 
is automatically and securely affixed. Holds 
500 stamps. 

All-steel construction. Soft gray wrinkle 
finish with chrome trim. Dimensions: 7” 
square; 814” high. Weight 61% lbs. 

Available at Commercial Controls offices in 
principal cities—listed in telephone directories. 
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BOOKS AND PAMPHLETS 


the Policyholders Service Bureau of 
the Metropolitan Life Insurance Co., 
1 Madison Ave., New York. 


Based on a survey of key industries 
and Federal agencies conducted by 
the Metropolitan to find out what is 
being done and can be done by indus- 
try in voluntary manpower planning, 
the report is designed to assist man- 
agement in locating the most likely 
problem areas in emergency planning. 

In order to provide practical guid- 
ance in such planning, the report ex- 
amines the problem from these angles: 
the manpower problem; placing the 
responsibility for planning; the com- 
pany’s role during national emergen- 
cies; conducting and analyzing an 
audit of current personnel; filling the 
manpower gaps; company policies re- 
garding national emergency leaves; 


Seen 


Only *52%. 


MAIL THIS COUPON NOW! 


p----------- amanaman 


| COMMERCIAL CONTROLS CORPORATION | 
| Dept. OM, Rochester 2, N. Y. | 
| © Send literature and name of my nearest l 
| representative. ; | 
©) We would like a demonstration. 

| O Send —__--__._ mailMasters and bill us. 1 
| ($52.50 each, plus federal and local taxes I 
| F.0.B. Rochester). | 
1 | 
1 | 
I | 
| | 
1 I 


NAME 


FIRM. 


ADDRESS. 
BUSINESS. 


a 


and other considerations such as civil 
defense and _ safeguarding health, 
safety, and security of employees. 

In addition, the report shows the 
emergency plans and activities of busi- 
ness organizations and chambers of 
commerce; deferment guides, methods 
of rating manpower utilization, and 
a preparedness check list for man- 
agement. 

While this report was prepared 
primarily for the use of the execu- 
tives whose companies insure their 
employees under Metropolitan group 
policies, copies are available to other 
executives who write in on ‘their busi- 
ness stationery. 


The Rising Paper Co., Housatonic, 
Mass., has instituted a new series of 
mailings to printers called “New Let- 
terheads of the Month.” A “kaleido- 
|scopic sampling” of letterheads pro- 
duced by printers and engravers all 
over the country, the portfolio of each 
month’s selection runs the gamut 
|from simple type designs to exten- 


| Letterhead Folio 
| 
|sive lithographed or gravure rendi- 
|tions, all available to aid the printer’s 
|customers in determining the make- 
up of their business stationery. 

The Rising trademark, printed in 
‘red on the cover, is used like the 
|popular animated movie “bouncing 
|ball” to mark the month of issue. 
| According to Fred May, Rising 
president, the company feels that 
“these letterheads are the ‘mirrors’ 
of free American business. Rising is 
proud of the part it plays in their 
development and hopes that they will 
help encourage the printing and paper 
industry to reach for continually 
higher standards.” 


CATALOGS 


Anyone interested in efficient main- 
tenance of business records and effec- 
tive administration control over all 
phases of business management can 
secure many helpful suggestions from 
the 80-page catalog Kardex Visible 
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_ ATTRACTIVE 
ANY WAY 
YOU LOOK * - 

AT IT 


_ REFLECTION 
of Cramer 


QUALITY 
MODEL 22A 


~ 


> f 
= 9 6 £3 08 


(LROMWEL » + MAKES A CHAIR 
FOR EVERY SEATED WORKER & EXECUTIVE 


Hundreds of Thousands Are in Use 


‘ * ¢ he wm BP om wt F 
Ail Over the World 


No couPon “%& 


We'd like to know your seating prob 
lems. Cramer engineers can solve 
them. Write us. 


Cramer POSTURE 


CHAIR COMPANY, Inc. 


1205 Charlotte Kansas City 6E, Mo. 
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Dip-Less 444 


@ EASY TO CLEAN—EASY TO FILL 

@ WRITES 300 WORDS AND MORE, WITHOUT REDIPPING 
@ WORLD’S LARGEST SELECTION OF POINT STYLES 

@ INK-LOCKED AGAINST ACCIDENTAL SPILLAGE 


1O-DAY 
FREE TRIA 


We want you to know how good a desk pen can be. We want you 
to experience the writing comfort, ease and efficiency a Dip-Less 
444 can give—in your own office. Thus, this offer. Try one—for 
ten days—on your own desk—at our risk ! 


There are absolutely no strings attached—no obligation whatsoever. ua 


AMERICA’S FIRST PEN MAKER 
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write for moutler 
Desk Pen Set 


@ ALWAYS READY TO WRITE 
@ HOLDS A FULL OUNCE OF INK 
@ CAN'T LEAK—WON'T FLOOD 
@ PERFECTLY BALANCED PEN 


Single Sets 
$3.75 and $4.25 
(slightly higher in Conada) 
o Choice of black, 


clear, green, gray, 
or maroon. 


Choose “She Right Pout 
For “The Way You Write 


With Dip-Less 444 Desk Pen Sets you have your choice of world- 
famous Esterbrook Points—the world’s largest variety of point 
styles. You can choose the precise point for your kind of writing. . . 
for your particular writing job. There are specific points for short- 
hand, bookkeeping, accounting, manifolding—points even for left- 
handed writers! And . . . should you ever damage the point of your 
Dip-Less Pen . . . you can get a new one at any pen counter. You 
can even screw in this new point yourself! 


FREE TRIAL COUPON 


eS ee cee ee ee a ee ee ee ee ee eg 
M A I L T H ' Ss 1 THE ESTERBROOK PEN COMPANY, 
=| Cooper Street, Camden, N. J. I 
1 d Dip-Less 444 Desk Pen Set. It i derstood 
COUPON TODAY : deat Lanny tne thee 00k tar 80 dope anh then sateen ib 60 you —elthont 
=a obligation—if I do not care to keep it. If I elect to keep the set it is 
i understood that your representative will call. 
...TOGETHER ! ,... 
q FIRM I 
WITH YOUR ! mms 
{ STREET. I 
LETTE R H EA D CITY ZONE STATE : 
1 NAME OF STATIONER 1 
ee 
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What’s New In A Filing Cabinet? . . 


If you look far enough you can probably find one with hot 
and cold running water, but if you are only interested in a 
matched line of cabinets that will efficiently file all your office 
papers, then CRESTLINE is your perfect answer. Solid life- 
time steel construction, noise-free smooth operation and a 
complete range of drawer sizes that will protectively store for 
ready reference everything from a 3x5 card to a map of 


Texas .. . these are yours in CRESTLINE Files by Security. 


9401 CRESTLINE Letter File 


Record Control, published by the 
Management Controls Division of 
Remington Rand, Inc., 315 Fourth 
Ave., New York, and _ available 
through them at no cost. 

Completely revised and brought up 
to date on the basis of a recent de- 
velopment in the field of records ad- 
ministration, this booklet is a com- 
prehensive presentation on all phases 
of the Kardex control principle. 

It describes the various combina- 
tions of record forms which may be 
incorporated in Kardex “pockets” and 
the infinite variety of colored signal 
control methods which may be used 
on the visible margin of the records. 
New computing charts which elimin- 
ate the drudgery from the calcula- 
tion of percentages of quota for sales 
control records and action require- 
ments for inventory control are pic- 
tured and described. 

The catalog is identified as No. 
KD 462. 

Remington Rand has also, a folder 
which sets forth the advantages of 
its Triple Check automatic filing sys- 
tem for files of 10 drawers or more. 
File by letter, control by number, 
check by color are the basic elements 
of the Triple Check system, the fold- 
er, No. LBV 391, points out. 

ae 


HARVARD HONORS WILSON 


A new professorship honoring 
Charles E. Wilson, president of the 
General Electric Co., has been estab- 
lished at the Graduate School of 
Business Administration—George F. 
Baker Foundation of Harvard Univer- 
sity, it has been announced recently. 

The professorship is known as the 
Charles Edward Wilson professorship 
of Business Policy and has been es- 


| tablished by the General Electric 


board of directors in recognition of 
Mr. Wilson’s fifty years of continuous 
service to the company. 

The Wilson professor will devote 
himself to research and teaching in 
the over-all approach to business prob- 
lems required by top management. 
Thus, he will be concerned with the 
relations of business to government 
and to the community, as well as 
with its internal relationships. 

He will direct the course in Admin- 
istrative Policy, which is required of 
all students in the Harvard Business 
School during their second year of 
study. This course, which is designed 
to build upon and integrate all the 
other courses offered in the two-year 
program, covers policy-making and 
administration in terms of setting 
company-wide objectives and coordi- 
nating departmental work. 

The students deal with actual prob- 
lems drawn from a large number of 
companies in widely diversified indus- 
tries. 

a 
RECORDS GAPS SPURS 
UNION DEMANDS 


Management must have more spe- 
cific information on labor costs, living 
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FOR CATALOGS & BOOKS 


A NEW HEAVY-DUTY RACK that improves 
office efficiency and desk appearance... 


RE’S a new desk rack that has been especially designed to take care 


H* 
at your fingertips for easy, instant reference. 


rubber feet protect the desk. 


albums, sheet music, and other household objects. 


Cata-RacK from your Stationer today. 


Sengbusch Self-Closing Inkstand Co. 
1100 SENGBUSCH BUILDING @ MILWAUKEE 3, WISCONSIN 


of 


heavy books — catalogs, phone directories, and other important items 
of this nature. Its eight 2-inch compartments, each one indexed, keeps them 


Moreover, the Cata-RacK’s all-steel riveted and welded construction 
stands up under years of hard wear. Handles permit easy moving and 


Not only does the Cata-RacK help organize work and keep desks free 
from clutter at the office — it also is ideal for home use to hold record 


Available in steel-gray or green finish. Price only $6.95. Order 


iit KEE ]ox, 
Sue KOE E-LECTRIC 


A NEW CARBON PAPER 
Astonishing Wear with ELECTRIC MACHINES 


Again we help the Public save on Supplies. Kee Lox is 
first to meet a positive Necessity in our Industry. Regular 
Carbons have been wasteful when used on Electromatics or 
machines with a sharp electric snap stroke. 


-eLectaic 


The NEW Kee Lectric Carbon is built up with Tissue Spe- 


ae Kez lox, oie ae cially made for the above machines then coated with a New 
ee Scientific coating for wear and cleanliness. 
i nent eee. gle es ; 


The Combination gives a perfect sheet of Carbon for this extra 
hard use. The percentage of saving is surprising. Send for 
samples. No obligation whatever. 


As the National i a 2. eee to. — & ~ Lox ee 
and see our wonde new carbon, also many other Cc 
oe Sax wt % ‘ f DUPLICATING ie | Keo Lox Sf—. Co. 

ee x Wi ow a full line of real clean P carbons. 

For all office supplies, Kee Lox is the real quality manufacturer, FIRST | Rochester 1, N. Y., U. S. A. 
in 1900 with Non-Grease carbon and the FIRST in 1901 with non-filling, 

SELF-INKED y writer ribbons. To use Kee Lox is to use the best 
Generous SAMPLES FREE, no obligations whatever. 


p----------------- 


Yes, Please send Free Samples. No obligation. 
: | Size used: 


Kee Lox Manufacturing Co. | Firm: COOHC OCS OEOHHSE SOOO SHER OS EE EES ETOH HOSES HOE OSOLESES 
Rochester 1, N. Y., U. S. A. | NER ~ foe dc Senda wenvabhe usa Ss aeann Sheree es beaten 
Branches in Most Cities 


Pg gy ny  -~ E- tevteh ebeenhenea o aa be 
fer Exclusive Distribution. | Signed: 


eee eee eee eee eee eee eee ee ee 
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The measurement of any magazine is the depth and intensity of its readership . . . 
of the belief, respect and affection its readers have for it. And that depends upon the 
variety and authority of its editorial pages and their application to the particular needs 
of the readers for whom the magazine is edited. 


2 These are a Few of the Many Editorial Features of Recent Issues 
r Directed to the Problems That Confront Office Executives. 


Orienting Employees to New Offices 
Lighting for the Office Lounge 
New Idea for Office Floor Space Economy 


Training Recruits for Office Work 
by Madeline S. Strony 


Remodeling Program for Union Central 


Singing Those Dictation Blues 


Training Employees for Careers 
by Ernest de la Ossa 


Crowell-Collier Office Features 
by Kimball Darby 


“Office of the Year”? Award 


English for Report Writers 
by George Kerr 


Cylinder Faults Highlighted 

Tools of the Office, Studies 

Setting Standards on Office’ Work 
by Paul B. Mulligan 


New Offices for Philip Morris 


Summarizing NOMA’s Conference 
by Kimball Darby 


Office Music for “We, the People” 
by Grace Buckley 


Mail Room Efficiency 


Chicago Seminar on Office Problems 


by Eleanor Wood 


Office Efficiency Can be Taught 
by Robert A. Steffes 


What to Do With Government Notices 
Office Training Plan at Mutual Life 
Handling the “Coffee Hour” 


Training for Productivity 
by James W. Quigg 


a. ecisity Card 
+. ad 


Functional Furniture 


National Show to Accent Ideas 


OFFICE MANAGEMENT AND EQUIPMENT is edited solely furniture, machines and equipment . . . to systems, personnel and 

3 for top office management executives. It deals, editorially, with purchasing. Brief, terse to the point. Always authoritative. 

xs the problems that confront them daily. It is tailored to the needs of the manufacturer who, as a part 
- : . of his selling program, wants to reach this almost 99 99/100 

This magazine is tailored to the needs of the busy office executive. percent concentrated audience of prospects for his products. It is 

Its editorial pages are devoted to information and case histories tailored to his needs because he can use it consistently with domi- 

concerning efficient office operation . . . relative to modernization, nant space at only the fraction of the cost of more general media. 


MANUFACTURER OF OFFICE EQUIPMENT AND SUPPLIES 
In discussing your advertising plans for the new year with your 
agency, ask them about OFFICE MANAGEMENT AND EQUIP- 
MENT. If, for any reason they are not familiar with this maga- 
zine and its audience, ask us to send someone from our office 
to give them the complete story. 
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costs and other pertinent factors in 
order to counter “Fifth Round” union 
demands, and such data must be pre- 
sented at the bargaining table in clear- 
ly understandable form. Moreover, ac- 
cording to the Controllership Founda- 
tion, Inc., 1 East 42nd St., New York, 
important gaps exist in, company rec- 
ords which leave negotiators vulner- 
able to “surprise attacks”—a situation 
which can be corrected only through 
year-’round cooperation between each 
company’s controller and its industrial 
relations staff. 

How to attain and implement such 
teamwork is brought out in a study 
conducted for the Foundation by the 
New York State School of Industrial 
and Labor Relations at Cornell Uni- 
versity. The findings are based on an 
analysis of the methods used by forty- 
one selected companies comprising a 
wide cross-section of industry. The 
corporations studied have an aggre- 
gate of over one million employees, 
represented by 75 international unions. 
The results of the survey are pre- 
sented in a report to Foundation mem- 
bers, entitled Providing Facts and 
Figures for Collective Bargaining. 

The project, which established 190 
separate points on which detailed in- 
formation is desirable, was supervised 
by an advisory committee of Con- 
trollers Institute members, headed by 
C. R. Fay, controller, Pittsburgh Plate 
Glass Co. 

Gaps detected 

Important gaps in specific company 
records were detected by the research- 
ers, such as breakdowns in sickness 
figures, turnover by various groups, 
costs of absenteeism and work stop- 
pages, distribution of present em- 
ployees by age, etc. According to the 
report, most of the companies had 
found their records inadequate to fur- 
nish the information needed to bar- 
gain on pensions, and they conceded 
they would be in a similar position if 
required to bargain on a guaranteed 
annual wage. A checklist of “areas of 
inadequate personnel records” is fea- 
tured in the report. 

“In the majority of companies stud- 
ied,” the report declares, “the policy 
decisions on _ collective bargaining 
were made by top management, and 
the negotiator was authorized to bar- 
gain within the limitations fixed by 
this policy. In approximately half the 
companies, the controller was repre- 
sented on the board or committee that 


the negotiator, operating officials, and 
the legal officer of the company. 

Such committees, the study shows, 
are often used to make special studies 
in preparation for contract negotia- 
tions, covering such topics as pen- 
sion plans, employment stabilization, 
employee benefit programs, seniority 
and so forth. 

Both the controllers and negotiators 
interviewed in the survey emphasized 
the importance of. having the kind of 
records which can be flexibly used to 
construct reports for many different 
purposes. The report contains lists of 
minimum and maximum personal rec- 
ords to guide executives in establish- 


ing proper systems to meet 
companies’ needs. 

As an example of special issues in- 
volved in collective bargaining, the 
report devotes a chapter to the facts 
and figures required for negotiating 
pensions, listing 104 questions on the 
subject, from eligibility and retirement 
age to vesting rights, retirement in- 
come and administration of the pen- 
sion plan. 

Copies of the report, which is priced 
at $5, may be obtained by writing to 
the Controllership Foundation. 


their 


PUNCHING a group of 
pages ...simple... 
efficient .. . fast! 


OPENING BINDING and 
placing sheets on rings. 
Close and remove 
finished catalog. 


“We cut catalog costs 
by doing plastic binding 


right in our own office”’ 


“With our new GBC plastic binding 
equipment, we bind 3 custom-made catalogs 
in the same time as 1 under our old system. 
And plastic bindings cost less . . . improve 
the appearance and effectiveness of our 
literature,”’ says Miss L. E. Roberts, 
Powers Regulator Co., Chicago. 


NEW GBC plastic binding equipment* binds all sizes of loose 
sheets into attention-compelling, personalized, easy-to-use 
booklets...in a matter of seconds. Handsome plastic 
bindings add prestige, sales appeal, and color to your pres- 
entations and proposals. Each page turns easily... lies 
perfectly flat. Special loose-leaf punching permits additions 
or changes anywhere in the book. GBC equipment costs 
less than a typewriter . . . is precision built to last a lifetime. 
Anyone can operate it without special training. 


am 
s ay ES . . — Special free trial offer! Try this low-cost equipment on 
seaoggs deg i Beers sone 3 pone 7 ee are bound as your catalogs in your office 4 plant. It is quasenenneneenans®t 
" . ~ - 5 nested wp-to-deto GUARANTEED to be satisfactory in all ways. 
and considered.” The trend is toward pages. r 
assigning a continuing responsibility Potente Funding 
to one man for collecting, analyzing, ike Mail Coupon for SAMPLES and FREE TRIAL OFFER 
eee “9a: homage data to be é 5 General Binding Corporation, Dept. OM-10 1 
“Supplementing the top manage- ng se? ™ ssahuamsnagesiergrsinegges dagen’ H 
PP ° g ; P a one Please send me Bulletin 1200 describing your new Jf 
ment committee, the report con- low-cost portable GBC plastic binding equipment... § 
tinues, “the importance of facts and General Binding also 2 handy memo books bound this modern way. | 
: : Tell me how | can try this equip t without obligati 1 
figures in the formulation of company Corporation H 
policy on collective bargaining issues : 1 Nome. 1 
has resulted in the formation of bar- World's largest producers of 4 Company ; 
gaining committees in most of the plastic bindings pore 1 
companies surveyed. These groups are ond plastic binding equipment City Sees)” dikeke H 
usually comprised of the controller, | Chicago 14, Illinois crubenpen mn ireneniaemimaaenale 
October, 1950 OFFICE MANAGEMENT AND EQUIPMENT 17 


% i a a = ou BS 4 oe tie oo a : : Pr gs q re ; sia ; : a i z ihe . ‘ te a 
~- °;,°¢+¢<= ===> = ae Se eas |. 4a 
_ 
| 

ty WR pe ee a 

= a 4, oes 
| ie i - , ‘ 
| ‘ F ? — re a as 
| Be —— — — > = ‘»/ ~~ d 
| ; — “ > tig al , ‘4 7 2 = 
sp ae = =. fap 
o a ae a Maiigi. ee =a 
| ny 4 ‘ th ee ‘ e J ; ~ és meen, 
| a a _ 2 Le 4 a a a. Ps ‘ ; . 
ee a - a, see eo wa : 
~e : ese : ee i ape : . 2 
ie i ’ os alee 
eee : Ce ae 
ae ne | ie - P ae A i i > 
is 
tor —“ 
gis 
att 
| Pa fe 
oan = ” 
|g = 
| tt @ 
& = 
| —? 
4 4 Y ? é . , « - — = 

Serer oil sd i" : o- Bere — | ¢ © =o “Ia 4 ak, r . = nN ; iMag 

mA 7 Ke + a r; a yan bi 3 « =. i a by 7 = mY viet a a . 


Even the switchboard girl {nal 
on the calculator with — 


push-button “multiplication 


Since more than half of all figuring done on calculators is multiplication, 
the calculator that will do your work easier and cheaper is the one 

with the SIMPLEST and FASTEST, POSITIVE multiplication. That means 
MARCHANT ... the only calculator with PUSH-BUTTON multiplication... 
on both the FIGUREMASTER, designed for heavy-volume production 

...and the new law-cost FIGUREMATIC, the only calculator in its 

price range with simultaneous automatic multiplication. ANYONE can 
operate a MARCHANT with PUSH-BUTTON multiplication. The MARCHANT 
MAN in your phone book is ready to prove this by a demonstration 

on your own work... call him today or mail the coupon. 


. a Enter the amount to x, By touch of Keys 
be multiplied 3 


{2 S in a a 


in Multiplier Row, 
Carriage-Shift and 
Multiplication are 
AUTOMATIC... 
answer appears 
SIMULTANEOUSLY 


ei 


MARCHANT CALCULATING MACHINE COMPANY 


GAKLAND &, CALIFORNIA jade 
Please send me free illustrated booklet about the new 


EARLY OFFICE DAYS IN NEW YORK 
By JAMES GLEN 


Manhattan Desk Company 

MY CONSCIOUSNESS of the New 
York business world and its ways 
began in the days of “Life With 
Father,” at the beginning of this cen- 
tury. The city itself, of course, was 
known to me before this date, when 
Trinity Church’s spire and the Pro- 
duce Exchange tower marked the high 
points in New York’s skyline, and 
Brooklyn Bridge was still the ninth 
wonder of the world; when Broad- 
way downtown was lined on both sides 
with lofty telegraph poles, the myriad 
wires strung between them almost 
hiding the sky. The roadway itself 
carried a tangle of horse-drawn traf- 
fic, with a din from the iron hooves 
and tires that would make _ today’s 
noises seem like the chords of a muted 
symphony. Women were seldom 
seen, and when one was noted it was 
with lifted eyebrow and a wonder as 
to what she was doing down in this 
man’s world. 

Office buildings as we know them 
today were practically non-existent. 
A loft would be rented in a building, 
the firm renting it furnishing its own 
partitions, separating the floor space 
into various offices. These partitions 
ran the gamut from the plainest paint- 
ed wood through oak, walnut, cherry, 
and mahogany. Most of the offices 
were off the street floor, access being 
by breath-taking staircases. A few 
buildings of this type are still in use, 
and a walk up to the second floor will 
test the heart of any effete modern 
who tries it. Telephone installations 
were spotty, and telegrams within city 
limits were the last word in speedy 
transmission. Messenger boys were 
everywhere. A reading of the press 
of that day will reveal many a quip 
and cartoon about their speed, or lack 
of it. The messenger boy was the 
symbol of slow motion. 

Deliveries were made by _horse- 
drawn trucks, which rivaled the mes- 
senger boys for speed. Most business 
was done between Canal Street and 
the Battery. There was little above 
Canal Street; for deliveries, 42nd 
Street was ’way uptown, and Brook- 
lyn and Jersey City were unthinkable. 
A rope hoist in a shaft was the usual 
way to get large or heavy pieces 
above the ground floor. That failing, 
brawny human muscle was the only 
alternative. 

The turn of the century seems to 
have nearly completed the transition 
from the old-style walnut flat-top with 
the leather or oilcloth inset writing 
bed to the more modern all-wood oak 
or mahogany roll-top. This old-style 
flat-top was still staple in second- 
hand stores, and found a ready sale. 
Some of them were splendid speci- 
mens of the  cabinet-maker’s art, 
equipped with swinging pedestals and 
with secret drawers and many other 
gadgets. They have practically dis- 


appeared today, though a few ultra- 
a Na iaanae —— law firms still adhere to 
Name and Address: them. 
18 OFFICE MANAGEMENT AND EQUIPMENT October, 1950 


The 
full-ba 
of the 
in hei 
some 
in hei 
was in 
chairs 
were ¢ 
would 
desires 
prevai 

The 
standa 
long-h 
the d 
Even 
ly ma 
with 1 
pose. 
the cc 
of a 
evider 
were 
covert 
books 
were 
eye-s! 
their 

In 
has ti 
in pr 
to sit 
cover 
firm | 
The 
vatior 
dered 

Thi 
the | 
us nc 
these 
this 
tinuir 
if ou 
out t' 
the w 


Mc 
local 
meet 
11th, 
prob! 
the | 
prod 
ness 
State 
purcl 
at t 
Valu 

De 
ence 
ernm 
by I 
chasi 

Fe 
ence 
Ches 
the 
Nati 
exec 
Cont 
addr 
the 
awal 
the 


Oc 


2 3 ; te ii : cea “Og s iS = ae A aN Mee ne C ote “ z F - sy 5. t ag b F ey Fads ¥ 
; << 
-* 
. 4 ? a. y ia nn a /’ j ) 
te ¢ Bs 38 ges f ' 
fae y . ‘ Y)p | 
a  @ a \ j 
oa \ VEN L, ie 
is is “aman — . sy! ) lr" aS 
| 
a 
ao . | 
¥ | 
: | 
| ee 
| 
| Pt 
re 
<" 4 J 5 week ‘ = : | 
‘ ' eae re aa : eo * : f% | 
eS Ot | 
ee SO A ie 
fe ' we <n eo “a® hed © eow 
; ae, ne °? oe i 
‘ ee eSse%o0 Xs oe) 
2 ™ 0920 0% 0.” ° | 
bs —_—_ oO "69 ©°. © Ge | 
ae . - o®? of i) e® ° & E 
. a ©"o® ©*,0 & 
‘ : © e®e%58 o® eS | 
i © Pd o®? ry i 
' ee 
. ey 05° Cs", | 
., , o? fe. | 
HM fe 
~ . ry 
Py MARCHANT ae 
acer yail 
AMERICA'S FIRST aK 
ee 
ve. = 
fi 
: > anes ° Wee .. ot ES en + ee” ee a ies 


The newer desks were all of the 
full-base type, ninety percent of them 
of the roll pattern, the rolls varying 
in height from the banker’s low to 
some that were sixty inches or more 
in height. The leg or sanitary type 
was introduced around 1904-05. Swivel 
chairs tilted, to be sure, but the screws 
were of the old piano-stool kind. They 
would not stay put at the height you 
desired. Utility, not grace, was the 
prevailing motif. 

The letter press and copy book were 
standard. Letters were written in 
long-hand, in ink that would offset on 
the damp tissue of the letter book. 
Even typewriters, which were gradual- 
ly making their way, were equipped 
with ribbons inked for the same pur- 
pose. It was quite some time before 
the courts would accept a carbon copy 
of a typewritten letter as competent 
evidence. High or standing desks 
were in every accounting department, 
covered with the cumbersome account 
books of that time. Over every desk 
were reflector-covered gas lamps, with 
eye-shaded bookkeepers poring over 
their figures. 

In the filing field a great revolution 
has taken place. Flat files were then 
in prevailing use, ranging from two 
to sixty drawers to a cabinet, some 
covered with roll curtains. Every 
firm had its own system of indexing. 
The vertical file was a radical inno- 
vation, and in a few short years ren- 
dered the flat file obsolete. 

This rather sketchy picture shows 
the beginnings of change. Most of 
us now in the business have followed 
these changes over the years since 
this primitive time. They are con- 
tinuing with increasing tempo, and 
if our suppliers’ promises are borne 
out they will come still faster. Neither 
the world nor our business stands still. 


PURCHASING EXECUTIVES 
MEET 


More than 1,000 Federal, state, and 
local public purchasing executives are 
meeting in Milwaukee, October 8th- 
llth, to discuss public purchasing 
problems and to view an exhibit of 
the latest developments in industrial 
production by eighty-one leading busi- 
ness organizations of the United 
States. The theme of this national 
purchasing forum, which is being held 
at the Hotel Schroeder, is “More 
Value For the Tax Dollar.” 

Details of the fifth annual confer- 
ence of the National Institute of Gov- 
ernmental Purchasing were announced 
by President John F. Ward, city pur- 
chasing agent of Chicago. 

Featured speakers at two confer- 
ence luncheons will be Fleet Admiral 
Chester W. Nimitz, special advisor to 
the Secretary-General of the United 
Nations; and Colonel Paul V. Betters, 
executive director of the United States 
Conference of Mayors. Following his 
address, Colonel Betters will receive 
the first NIGP distinguished service 
award in recognition of his efforts as 
the founder of the Institute. The 
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“It was a fireproof building...I was insured... 
then it happened! A match in a waste basket 
---a Careless cigarette...who knows? 


“Tt was over in a matter of minutes. But when 
I opened the safe—there were my accounts 
receivable, inventory records, contracts, the 
life-blood of my business, in ashes! And 
without those vital records I could not collect . 
fully on my insurance because I could not ¢ “t 
establish proof of my loss!”’ 


Statistics prove that out of every 100 firms that 
lose their records by fire, 43 never reopen. 


[f your present safe does not carry the label 
of the Underwriters’ Laboratories, Inc., 
it cannot be trusted to give adequate 
protection. Many fireproof buildings 
have been completely gutted—vital 
papers reduced to ashes in seconds! 


Why take chances? Give your business 
the protection it needs with a Mosler 
“A” Label Record Safe certified by 
the Underwriters’ Laboratories, 
Inc., against the hazards of fire, 
impact and explosion. 


Send the coupon today-- 
now—for complete details. 


Fe Mosler 
Safe ¢. 


Since 1848 
Largest Builders of Safes and Vaults in the World 


Offices in principal cities + Dealers throughout the country 
Builders of the U.S. Gold Storage Vault Doors at Fort Knox, Ky. 


THE MOSLER SAFE CO., Dept. M 

320 Fifth Avenue, New York 1, N. Y. 

Please send me: ¢ ‘ 

() The free booklet,““What You Should Know 
About Safes.” 

(-) The name of my nearest Mosler Dealer. 


OFFICE MANAGEMENT AND EQUIPMENT 19 


pee Bee. gF gale £ ee ae 
ff 
or 
V) ee 
4 
/ iy 
eh i4 
Ae SW 
i ‘ | 
: 
mn 
ee | aS 
9; x ; 
ge mle ve : on Bs ee . 
| “4 -_ me”, ' sf ORO E . 
| = DR 
| | Kg Flan | 
nr. . 26" ie ~ a 
| = 4, re a 
> wines 
, | = i — 
| s a , 2 
| _------------ ~~ 
| MI \ +: Bie ae Nd = 
wa => 
oS oe 
1 > ee x 
|| oo, RE OETA A LE INEPT TEE EAT TEENS mr is eee as 
| ‘ a mies e 
SO asssvssn issn sinimaiansesinticariiiin ainaaninniainititahepunsttinaniiaasiines kX ae Tet | 
Pe eC 
we 


a 


award will be.made by Martin H. 
Kennelly, Mayor of Chicago. 

A feature of the Conference will 
be the distribution of reports of insti- 
tute committees which have been 
studying public purchasing develop- 
ments in their respective fields 
throughout the nation during 1950. 

Another program feature will out- 
‘line the place of public buyers in the 
national emergency. The effects of 
economic controls on public buying 
under the Defense Production Act of 
1950 will be discussed by city pur- 
chasing agent Alvin J. Holm of Los 
Angeles; commissioner of purchase 
John Splain of New York, and execu- 
tives of the National Production 
Authority of the U. S. Department 
of Commerce. 

Several other panel and round 
table discussions on public purchas- 
ing problems will be high-lights of 


the Conference. One will cover a 
number of commodities causing pub- 
lic buyers the most difficulty in their 
purchase, and will be led by Michael 
M. Donohue, purchasing agent of Al- 
legheny County, Pittsburgh, Pa. and 
vice-president of NIGP. Another will 
be devoted to an exploration of the 
functions and value of a testing labo- 
ratory in a modern public purchasing 
department. The leader of this dis- 
cussion will be Robert A. Burmeister, 
materials engineer of the City of Mil- 
waukee. A final round table on the 
organization and administration § of 
public purchasing departments will be 
directed by city purchasing agent 
Joseph W. Nicholson of Milwaukee. 

The NIGP Conference will cover 
many other phases of public procure- 
ment. Other subjects to be discussed 
include Commodity Standardization: 
Handling Emergency Purchases; 


W YOUR DESK DRAWER 


a Deluxe PREMIER right at your finger 
tips. You sharpen any-size pencil, 
anywhere, any time. Automatic feed 
insures a perfect point. 


New Deluxe 
PREMIER! 


THE BUDGET-PRICED PORTABLE 
YOU USE ANYWHERE! 


ciency of your office. 
It costs LESS to buy the BEST... 


AUTOMATIC PENCIL SHARPENER CO. 
Beverly Hills, Calif. * Rockford, Ill. * Toronto, Canada 


CLamPeD ONTOA THLE. 


a Deluxe PREMIER with the famous 
APSCO cutters that sharpen 2% times 
as many points. Unique clamp fastens 
sharpener securely to desk or tabletop. 


When a girl leaves her desk to sharpen 
pencils, she wastes valuable time. Each desk 
deserves an Apsco Deluxe PREMIER Pencil 
Sharpener. The cost is low, and the saving 
in time high. It’s a small investment that 
yields big returns. Ask your nearest APSCO 
dealer to show you how an Apsco Deluxe 
PREMIER at every desk can boost the effi- 


OUNTEO OWA HALL. 


a Deluxe PREMIER enchances the ap- 
pearance of any office. New, modern- 
base design...rich iridescent finish... 
large-capacity shavings receptacle. 


The only portable in its price 
class with automatic feed and 
adjustable pencil stop. 


| AUTOMATIC PENCIL SHARPENER CO., 338 No. Foothill Road, Beverly Hills, California 


| 
| Cc name | 
Send literature on your new lied 
| Deluxe PREMIER and name Your name Title 
| of nearest APSCO dealer. Addr Zone 
| City State | 
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Qualification of Bidders; Reducing 
Red Tape by Using Purchase Orders 
Instead of Formal Contracts for Shelf 
Items; Preferences to Local Bidders; 
Cash Discounts; The Place of Pur- 
chasing in General City Administra- 
tion; Responsibility for Cooperation 
Between Purchasing and Using Agen- 
cies; Collusive Price Fixing, Anti- 
Trust Laws and Fair Trade Laws as 
They Affect Public Buying. 

The Institute is a non-profit, tech- 
nical and educational organization of 
governmental buying agencies of the 
United States and Canada. It is 
chartered as an educational corpora- 
tion under the laws of the State of 
Wisconsin. The _ basic professional 
objective of NIGP is to raise the 
standards of public buying through the 
interchange of technical and profes- 
sional information and ideas. 

Mayor Frank P. Zeidler of Milwau- 
kee, Honorary Conference Chairman, 
will greet the delegates and present 
Colonel Betters at the official Con- 
ference luncheon on Monday, Octo- 
ber 9th. Other participants in the 
general three-day program will be: 
Virgil H. Hurless, city controller of 
Milwaukee, Miss Frances Swadener, 
sales promotion department, A. B. 
Dick Co., Chicago, and chairman of 
the NIGP exhibitors advisory com- 
mittee; John W. Huffman, city pur- 
chasing agent, Richmond, Va., and 
treasurer of NIGP; Willis S. Mac- 
Leod, director, standards division, 
Federal Supply Service, General Ser- 
vices Administration, Washington, 
D. C.; Bernard L. Gill, city purchas- 
ing agent, Madison, Wis., and secre- 
tary-treasurer of the Wisconsin State 
chapter of NIGP; R. S. Saddoris, 
President of the Milwaukee Chapter 
of the American Society for Quality 
Control, A. O. Smith Corp., Milwau- 
kee; William J. McKinney, state pur- 
chasing agent, State of Illinois, Spring- 
field, and President of the Illinois 
State Chapter of NIGP; Luther H. 
Clayton, purchasing agent, Univer- 
sity of Wisconsin; A. FE. Axtell, city 
manager, Kenosha, Wis.: Leonard 
Bessman, Assistant Attorney General, 
and Chief of the Anti-Trust Division, 
Office of the Attorney General, State 
of Wisconsin; Robert Herman, Qual- 
ity Control Division, Ladish Co., Mil- 
waukee. 


Exhibit 


The NIGP Products Exhibit in 
the exhibition area of Hotel Schroeder 
will reflect new and improved pro- 
duction in a wide variety of displays 
by business organizations which in- 
clude Allis-Chalmers Mfg. Co., Mil- 
waukee; Aluminum Cooking Utensil 
Co., New Kensington, Pa.; -dmerican 
City Magazine, New York; American 
Hydraulics, Inc., Chicago; American- 
LaFrance-Foamite Corp., Elmira, N. 
Y.; American Playground Device Co.: 
Anderson, Ind.; American Seating Co., 
Grand Rapids, Mich.; American 
Sponge & Chamois Co., Inc., N. Y. C.; 
Amplex Corp., Brooklyn, N. Y.; Ap- 
pliance Products Co., Madison, Wis. 
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Tear out the bottom part of this ad and 
mail with A Dollar and receive 2 Revolu- 


tionary New-Type Stamp Pads of Micro- 
cellular Rubber. 


© | S @ | gift with the 7 of one other stamp pad at $1.00 


The Lint-Free Stamp Pad that inks perfectly 
with only the slightest touch of stamp to pad. 


IEW-TYPE Stamp Pad 


($1.00 Retail Value) 


If you use stamp pads in your office, here's a remarkable 
opportunity to try the new type pad that’s lint-free, 
noiseless and effortless to use. 

Sanford’s revolutionary new stamp pad of micro-cellular 
rubber eliminates noise and wrist strain because it inks 
stamps perfectly at the slightest touch. When you use 
this new all-rubber stamp pad, even the smallest type makes 
a clear and readable impression because the stamping 
surface is utterly free of lint. And this amazing new 
stamp pad—which outlasts several ordinary stamp pads— 
inks more uniformly than ordinary stamp pads 

since every pad contains 38,000 micro-cellular 

ink reservoirs. Best of all, unlike traditional pads, this 
pad can be used immediately after re-inking. 


Accept $2.00 Value for $1.00 


Solely to acquaint you with this new development we 
make a remarkable offer. Buy one of these amazing new 
stamp pads at the regular price of $1.00 and we'll buy 
one additional $1.00 pad for you. Act today while this 
remarkable offer lasts. Send $1.00 for one Sanford 

stamp pad now and receive a second $1.00 pad as our gift 
to you. (Only one gift pad to an office. ) 


Be Sure to Specify Color 


(If you want two colors, 


check both.) 


CD Red C) Blue 
0D Black CD) Green 
DC Violet CD Un-inked 
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SANFORD INK COMPANY, Bellwood, Illinois 
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Whatever iA business, it’s a good bet that 
at least one figuring job is chusing you needless worry. 

Is it a “deadline” job, such as preparing payroll figures? 

Is it something requiring extreme accuracy, such as estimating 
or engineering calculations? Or is it just the handling 

of a lot of figure work, without overtime? 

Whatever your particular figuring nightmare may be, the 
FRIDEN ULTRAMATIC will handle it swiftly and efficiently. 
Friden has won its leadership in the calculating field by its 
superior performance on the tough jobs. It is unequalled for its 
ease and simplicity of operation...unmatched for 

performance. Call your local Friden representative today for a 


demonstration, without obligation, or write... 


Friden Mechanical and Instructional 
Service is available in approximately 

250 Company Controlled Sales Agencies 
throughout the United States and Canada. 


>IDEN CALCULATING MACHINE CO., INC. 


HOME OFFICE AND PLANT + SAN LEANDRO, CALIFORNIA * SALES AND SERVICE THROUGHOUT THE WORLD 


Badger Meter Mfg. Co., Milwau- 
kee; Charles Beseler Co., Newark, 
N. J.; Bil-Jax, Inc., Archibald, Ohio; 
V. H. Blackinton & Co., Inc., Attle- 
boro Falls, Mass.; Brandt Automatic 
Cashier Co., Watertown, Wis. 

Chevrolet Motor Division, General 
Motors Corp., Detroit; Clarin Mfg. 
Co., Chicago; Clinton Foods, Inc., 
Snowcrop Marketers, N. Y.; Coq 
D’Or Press, Inc., N. Y. C.; Craft-Bilt 
Products, Inc., Grand Rapids, Mich. 

A. B. Dick Co., Chicago; Doughnut 
Corp. of America, N. Y. C.; Dual Park- 
ing Meter Co., Canton, Ohio. 

Encyclopedia Britannica, Chicago; 
Flowers School Equipment Co., Inc., 
Richmond, Va.; Ford Motor Co., 
Rockford, IIL. 

Game-time, Inc., Litchfield, Mich.; 
General Electric Co., Lamp Dept., 
Milwaukee; General Truck Sales & 
Service, Inc., Milwaukee; Glidden Co., 
Cleveland; Globe Hoist Co., Phila- 
delphia; Gravely Motor Plow & Cul- 
tivator Co., Dunbar, W. Va. 

Haloid Co., Rochester, N. Y.; Har- 
ley-Davidson Motor Co., Milwaukee; 
Harnischfeger Corp., Milwaukee; Heil 
Co., Milwaukee; Ernest Holmes Co., 
Chattanooga, Tenn. 

International Meters, Inc., Elmira, 
N. Y.; International Molded Plastics, 
Inc., Cleveland; Jacobsen Mfg. Co., 
Racine, Wis. 

Karoll’s, Chicago; Ken-Rad Lamp 
Division, Westinghouse Electric Corp., 
Inc., Owensboro, Ky.; Lamplighter 
Corp. of America, Brooklyn, N. Y.; 
LaSalle Products Co., Chicago; Light 
Products, Inc., Beverly Hills, Calif.; 
Lily-Tulip Cup Corp., N. Y. C.; David 
Linzer & Sons, Inc., N. Y. C. 

Jay G. McKenna, Inc., Elkhart, 
Ind.; Magee-Hale Park-O-Meter Co., 
Oklahoma City, Okla.; Marsh Wall 
Products, Inc., Dover, Ohio; Martin 
Redball Parking Meters, Benton, IIL; 
Master Addresser Co., Minneapolis; 
Medusa Products Division, Medusa 
Portland Cement Co., Cleveland; 
Meili-Blumberg Corp., New Holstein, 
Wis.; Milton Bradley Co., Springfield, 
Mass.; Mohawk Carpet Mills, Inc., 
Amsterdam, N. Y.; Bert M. Morris 
Co., Los Angeles, Calif.; Motorola, 
Inc., Chicago. 

National School Supply Co., Inc., 
Raleigh, N. C.; Northern Seating Co., 
and Crown Institutional Equipment 
Co., Chicago. 

Perry Co., Waco, Texas; Photoart, 
Inc., Milwaukee; Peter Pirsch & Sons 
Co., Kenosha, Wis.; Plastics Mfg. Co., 
Dallas; Pure Oil Co., Chicago. 

Ralston Purina Co., St. Louis, Mo.; 
Remington Rand, Inc., Milwaukee; 
Royal Typewriter Co., N. Y. C. 
Safeway Steel Products, Inc., Mil- 
waukee; Sikes Co., Inc., Buffalo, N. Y.; 
Louis E. Stilz & Bro. Co., Philadel- 
phia; Superior, Sleeprite Corp., Chi- 
cago; Sylvania Electric Products, Inc., 
Salem, Mass.; Sun-Vertikal Blind Co., 
Grand Rapids, Mich. 

Toro Mfg. Corp., Minneapolis; Tu- 
Way Products Co., Detroit; U. S. Slic- 
ing Machine Co., Inc., La Porte, Ind. 

Viewlex, Inc., Long Island City, 
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Great NAMES IN INDUSTRY 


Greal DESK EQUIPMENT 


They go hand in hand. The quality of Morris desk equipment has 
been judged—and established—by efficient executives and by 


discriminating buyers. That's why those that know use Morris. 


Order one or as many as you like ’ 


MORRIS FOUNTAIN PENS — 5 different and 
quickly replaceable, “thread in,” points. A 
point for every purpose. A balanced pen for 
easy writing. Grey, Ebony, Maroon, Green, 
Bronze $2.75. Walnut, Mahogany, Jade $3.50. 


MORRISET — Instantaneous writing. No refill- 
ing—cannot flood. Holds not one, but two and 
a half full ounces of ink for longer periods of 
writing. Same replaceable points, of course. 


Grey, Ebony, Maroon, Green, Bronze, $3.50. 


Walnut, Mahogany, Jade $4.50. 


CHOICE OF POINTS: Fine, Extra Fine. Medium, Broad, Stub. —<qaakgie 


ENGRAVED MEMO PAD FREE! 


On each 12 units ordered you 
receive our gift of this ultra- 
smart memo pad and engraved 
holder absolutely free. Your 
name engraved on the metal 
bar that drops as paper is used. 
Paper is readily accessible—yet 
always kept neat. 


BERT M. Morris co. 


October, 1950 


Your name 
engraved in 
jeweler’s bronze 


8651 West Third Street 


Los Angeles 48, California gg UE EERE EER EERE RRR 


Many famous users of these 
sets, have their seals or 
emblems imprinted in gold 


“StU leads the field” 


10-DAY FREE TRIAL 
Plus A SPECIAL BONUS 


QUALITY —EFFICIENCY—AND YEARS OF SERVICE. 
These have made Morris desk equipment 
the choice of exacting business men. 
For those that have never experienced 
the utmost in smooth, writing efficiency— 
take advantage of the 10 DAY FREE 
TRIAL OFFER. There is no obligation, 
we just want you to know how comfort- 
able long hours of writing cah be with 
these streamlined, smart appearing, bal- 
anced writing implements. The equip- 
ment that was designed to meet every 
requirement of the executive or the rou- 
tine worker. 


DON’T DELAY — SEND COUPON TODAY! 
You're under no obligation to keep the sets. Just try 
it and, if you‘re not convinced that this is the finest 
writing equipment you've ever used, SIMPLY SEND 
IT BACK. 


Bert M. Morris Co. 

8651 West Third Street, Los Angeles 48, Calif. 
Please send me___m_fountain pen sets and/or 
dip sets. It is understood that I am under no obligation 
if I do not choose to keep them. Your representative 
may call should I decide to keep the sets 


Name antennal 


Firm 
Title = = — 
Address 


City Zone___ State 


Color desired 


point desired 


Name of Stationer. 
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do you know - 

The average yearly cost of maintaining a 4 drawer 
file? See page 14 
What percentage of this cost is (a) clerical salary? 
(b) cost of file? See page 15 


The cost of creating a letter? See pages 7, 8 


How to determine your filing cost? See page 18 


How much money you can save by an effective 
transfer procedure? See pages 4, 5 


Flemington. Band 


Management Controls Library, Room 1728 

315 Fourth Ave., New York 10, N. Y. 

; Yes, | would like to have a copy of LBV 543, 
“A Yardstick for Filing Cost and Efficiency.’ 


Name pesccatamedaed n Pos. 
x? iy Firm 

5 ; 3 Address 

’ 


; ’ City Zone State 


Remington Rand Inc. 
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this booklet 


cant sell 


you a thin 


-put it MAY SAVE you THOUSANDS OF DOLLARS 


\ 


% 


A partial bibliography of the works 
consulted in compiling this booklet 


“Office of General Services” 
Hoover Commission Report 


“Your Business Records a Liability 
or an Asset” 
National Records Management Council 


“Operations Report, Dec. 1949” 


Research Institute of America 


There’s not one line of “sales talk” in this 
unique free booklet by Remington Rand. 
There’s not one mention of a Remington 
Rand product. But what it does give you is 
an analysis of today’s filing costs by author- 
ities as impartial as The Hoover Commission, 
The National Office Management Association, 
and many others. It tells you why filing costs 
are so high—and suggests what can be done 
about them. It is truly a booklet no business 
man can afford not to have. Send for your 
free copy today. . 
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N. Y.; Watertown Mig. Co., Water- 
town, Conn.; White-Washburne Co., 
Inc. N. Y., and Willys-Overland 
Motors, Toledo, Ohio. 


CITY OFFICE MANAGER 
HONORED 


His triends in the City Controller's 
office are giving Henry J. Fischer, 
forty-year veteran of New York City’s 
Civil Service, a testimonial dinner at 
the Tavern-on-the-Green in Central 
Park, October 9th. It is expected 


Henry J. Fischer 


that more than 500 people will attend 
this display of appreciation for a 
valued employee of the city. 

Among the invited guests are Con- 
troller Lazarus Joseph, Deputy Con- 
trollers Lewis Lang and Abraham, 
Doris, James Phillips, secretary to the 
department, City Treasurer Spencer C. 
Young, Federal Judge Sidney Sugar- 
man, and the president of the board 
of elections, William J. Heffernan. 

Mr. Fischer began his career with 
the City as a clerk at the munificent 
salary of $300 a year. Today, he is 
office and personnel manager at the 
Excise Tax Bureau of the City Con- 
troller’s office. 

Having been with the City prac- 
tically all his life, 55-year-old Mr. 
Fischer can see the employee's side 
of things, but if an employee tries to 
break the rules, he takes firm cor- 
rective measures, as his experience 
covers all the psychology of Civil 
Service. 

Eligible to retire now, Mr. Fischer 
is mulling over the prospect of man- 
aging a hotel, a vocation he has fol- 
lowed during his vacations for many 
vears. 


ELECTRIC STENCIL CUTTER 


Stenafex, a new electronically oper- 
ated stencil cutter, will be unveiled 
October 23rd at the National Business 
Show, Grand Central Palace, New 
York, by the Times Facsimile Corp., 
a subsidiary of the New York Times 
Co. 

Developed by Times _ Facsimile, 
makers of facsimile communication 
equipment, the Stenafax cuts accurate 
stencils from almost any black and 
white copy in six minutes. Clear, 
clean copies can be made on any 
standard mimeograph machine. The 
machine was styled by Henry Drey- 
fuss, noted industrial designer, the 
company states. 


FREE YOUR BUSINESS 
FROM UNSUSPECTED 
“ SNARLS” 


ask for FREE systems survey 


PRODUCTION 
PURCHASING 
PAYROLL 
ORDER-BILLING 


DITTO, Inc. 
2292 W. Harrison St. 
Chicago 12, Illinois 


In Canada: 
Ditto of Canada, Ltd., 
Toronto, Ontario 


by Ditto business 
engineers ! 


Costly snarls often result from rewriting and retyping 
—yet, they are frequently regarded as normal parts 
of office and factory routines. In truth, rewriting 
is totally unnecessary in order billing, production, 
payroll and purchase order systems. With Ditto 
One-Writing methods, writing is done ONCE. Copies 
are provided instantaneously and without error. This 
change of method does not alter basic routines at all— 
yet almost always proves to be the greatest single 
saving ever put into operation. 

Accept Ditto’s offer of a fact-finding systems survey 
that will reassure you that “all’s well!” or definitely 
point the way to worthwhile savings. No obligation! 


DITTO 


OOOO kkk kkk k 


Ditto. Incorporated 

2292 W. Harr:son St., Chicago 12, Illinois ae 

Oo Without obligating me, please contact me and arrange for 
Free Systems Survey. 

O Send me specific information about how Ditto can save us 


money in (|) order billing © production © payroll 
QO purchasing © time payment © other (specify) 
Pe OT Te TOE ETE eee Ter ee ee ee coe sete 
eae nu sees season ebccdapphephessderesheteaeehes coccese 
SS étinwniedceteensccaneeden ancseses coevvsees occcccccce 
Sl AD cnc ceedsensesnt-essacebaawdibbobasedineenens 


CEY no rccesercvcescccccs ce LONlsccccccsccStAhls cccceccccccce 
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ulti-Linkt 


BUSINES: 


first to combine — 


of continuous typing... 


@ Forms feed themselves—typist only types. 
@ No realigning, no fussing with carbons. 
@ Sets linked in packs of 500 or more. 

@ Consecutive numbering assures control. 


of E-Z-Out sets 


@ Form units detach into E-Z-Out sets. 
@ Carbons are in place for later entries if needed. 
@ One quick motion separates carbons and forms. 
@ Copies for all—color-controlled. 
@ All styles, standardized and custom. 
Low in Cost! You can now buy Multi-Linkt con- 
tinuous forms for only pennies more than you 
ay for unit sets. Call your Uarco Representative 


or a free demonstration—send coupon for free 
samples. 


-_— 


UARCO Incorporated 
141 West Jackson Boulevard 
Chicago 4, Illinois 


Please send me samples of Multi-Linkt business forms. 


UARCO 


Business Forms 


NOMIC. oececvvcccceveceesecctsesesccccccevescccscceses eee 
Factories: Deep River, Steen MAD oo vevevcecescevccscssvecescccccccosessecsesce eee \ 
icago. panels Covsiese. nies ' t 
Oakland eM bes cipal citi . epresenta- Gina cdbrtatdaseesacesvasd PP istiiadentestenccsises ane | 
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RED FEATHER CAMPAIGN 


During October, the Community 
Chests of America will be carrying 
on their famous Red Feather cam- 
paigns, the source of needed funds 


MANY 
campaigns 


GIVE enoucn ror ALL! 


for health, welfare, and recreation ser- 
vices in 15,000 communities. 

By providing people with an oppor- 
tunity to channel their contributions 
to checked and approved hospitals, 
institutions, and other deserving re- 
cipients, the Red Feather campaigns 
perform an invaluable service. Com- 
bining many fund-raising campaigns 
into one, they simplify matters for 
givers and receivers alike. 

The Red Feather affords the chance 
for simple and constructive giving! 


INDUSTRIAL ENGINEER 
SHORTAGE 


A shortage of competent industrial 
engineers and the need for training 
men for jobs at all management levels 
was disclosed in a survey recently 
completed by the Association of Con- 
sulting Management Engineers. 

Speaking for thirty-three of the 
foremost consulting firms of the coun- 
try, the Association report stressed 
that skilled manpower is in even short- 
er supply than materials. “If I were 
the head of a company I would make 
the development of men my chief con- 
cern,” the head of one firm of con- 
sultants stated. 

Expecting salaries and wages to be 
frozen, many clients of consulting 
firms are now evaluating or re-evalu- 
ating all positions, both rank and file, 
managerial and staff. Rates of pay for 
various jobs are being established in 
line with growing rates in the area 
for comparable positions, the report 
indicates. 

“During the last war companies 
with well developed and maintained 
position and job evaluation programs 
had little difficulty with the Salary 
Stabilization Unit of the War Labor 
Board,” the report shows. 

However, while manpower is of 
paramount importance, “every phase 
of the present management problem 
needs review, and time is the essence. 
Loss of present markets through ra- 
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FOLDING MACHINE 


Do you know how much time and money you 
spend for manual folding of statements, form 
letters, bulletins, advertising literature, etc.? 
It’s more than you think. 


Yet...one girl with a Davidson Office Fold- 
ing Machine can do all such folding at a fraction 
of the cost. In fact, she'll easily do work ordi- 
narily requiring 10 to 20 girls... without over- 
time... without upsetting office routine. And 
your mailings will go out on time. 

This precision-built office machine makes a 
variety of parallel folds...handles light and 
heavy paper in sizes from 3” X 3” to 10” X 14” 

...at speeds up to 20,000 per hour. And 
any Office girl can easily operate it. 

Cost? The original investment is 
surprisingly low and...in hundreds 
of businesses the Davidson has 
jpaid for itself even though 
used only once a month. It’s 
available on convenient terms. 

Write today for the.new 
Davidson “fact book” on office 
folding. 


Three of the commonly 
used parallel folds pro- 
duced on the Davidson. 


Positive “click” adjust- 
ments that “stay put”. 


Continuous load auto- 
matic feeder. Load may 
be replenished without 
interrupting operation. 
Motor driven. 


DAVIDSON CORPORATION 
A SUBSIDIARY OF MERGENTHALER LINOTYPE COMPANY 
1038-44 West Adams Street, Chicago 7, Illinois 


tioning, conversion to war work, pro- 
tection of the labor supply, and the 


| necessity for keeping wage rates in 


step with current conditions, and 
ahead of any wage freeze,” are all 
part of the problem facing manage- 
ment today. 

Warning against a too rapid break- 
up of the sales force, consultants point 


| out that in the last war many firms 
| converted too far away from peace- 


time work. “Those who can do some- 
thing for the war effort should do 


their patriotic best, but the govern- 


ment will thank no business for rush- 
ing out of civilian work if it has no- 
where to go in war work. The greater 
part of our economy will still be con- 
cerned with civilian business.” 

A policy of complete flexibility with 
respect to operating problems will 
have to be maintained for a while, but 
“Strangely enough, the farther this 
mobilization goes, the less flexible will 


| the manufacturer have to be,” one 


member stated. 


A prediction that the re-arming of 
the United States and the United Na- 
tions will take 25 to 30 percent of our 
man-hours, highlighting the need for 
greater productivity, was made by a 
member who also predicted that “we 
shall have controls on selected com- 


| modities and some sort of a wage and 


price freeze.” 


A significant difference in the econ- 
omy today, compared with World 
War II, is that there is not the great 


| necessity this time to build new syn- 


thetic rubber plants, airplane facto- 


| ries, chemical and explosive plants. 
| “Today we have adequate plant ca- 
| pacity for the bulk of our war ma- 


terials,” the management consultants 


| agreed, “and now higher productivity 


is the top need.” 


RAISING MANAGEMENT 
SIGHTS 
Speaking at the November 20th 
meeting of the Office Executives As- 


| sociation of New York, Lawrence A. 


\ppley, president of the American 
Management Association, discussed 
“Raising the Sights of Office Man- 
agement.” 

His approach to the subject  in- 
cluded a discussion of the relationship 
between the office manager and top 
management—where he stands in the 
management picture, what his objec- 


| tives in terms of his place in the busi- 
_ ness organization should be, and how 


he can accomplish such objectives. 
Said Mr. Appley in part: “The 


| criteria by which the success of man- 


agement is measured are changed. We 
now find that management as such is 
engaged in the development of human 


| resources and the development of hu- 


man resources means increasing the 
productivity of human beings by creat- 
ing the desire and the will to work— 


| that means morale, working condi- 


tions, a certain satisfaction out of the 
job besides pay—that is what man- 
agement is today struggling with.” 

“When you talk about the develop- 
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the NEW improved 


WIFT ADDING MACHINE 


NOW with All-Steel Unbreakable Case *89>°° 


the only 9-figure machine as low as.. plus tax 


No other machine gives you such features...at so many dollars less! 


$9,999,999.99 capacity! Ov/y machine at this low price “Pick-up” portability! Smallest, lightest complete adding 
that adds and multiplies up to 9 figures. machine on the market, easily carried in optional zipper case. 


All-Steel Case! On/y machine at this low price with stream- _ Easy te use! 10-key keyboard, visible adding dials, red totals 
lined unbreakable steel case, in choice of smart colors. and sub-totals, oversize pica type, short stroke handle. 


See the Swift at Booth 324, National Business Show 


SWIFT BUSINESS MACHINES corp. Dept. O10 "s 7 


‘ MUST es cual, professional men, _ Great Barrington, Mass. 


Please send booklet giving complete information about the 
stores, homes and large or small offices! = *~ Sv *<¢'n9 Moctine: 


NAME 


COMPANY. 
ADDRESS. 


_ MAIL COUPON FOR FREE BOOKLET! — 


ae , ne -_ a as a — =| 2 
p (Am asst | 
a i 5 = ete gs 7 4 oe” aa ; * Be ay $03 ag = a ; — es Fe Bias, ur N “= 
* a - . ss Bo Bi | cee ci -_ a j é 2 oa 
. , an i + - - [iii | = 
® \ —— 3 =e Fs al j 2. f | 
3 - ay — k : zz 
| : : i ; 4 : or i | ry 
i ee 7 a a 2 ” Pr: A oe " be: : “<4 
/ , : 4 i —— ; . P = 2. "a hed 2, BS: ee te 
7a ee mr . 5° s fs? & eh Me, ve 
a Te Ni S ’ i a @ —té«~C RE A gs _* f 
we —- Zi » -£ © cs od a AT 
yt tay NS - = Geox 5 
Se ee S9eea | Fi 
© Ae) (a a | 
q . ae 
October, 1950 OFFICE MANAGEMENT AND EQUIPMENT 29 
2 ue i aa i . ie a ae: cee: : om ‘Te m i. a arr a -s: = aa a 
ar a. ,: eee + fe a, eae ~ 2 q v a PhS 
a 4 = il 4 a a ao. Meee =| ee Ee a ee a " a ae, sal 


4 MORE 
BILL-CLERKS! 


Engineering Specialists in 


= Office Equipment, Systems 
et and Visible Records 


“7 30 


WHERE'LL YOU PUT "EM? 


VAG A = 
* An AWFUSS is a place where business is misconducted | 


EW— = 
Ni /MPROVEO 


CRISIS in the AWFUSS™ 


(No. 9) 


OFFICE MANAGEMENT AND EQUIPMENT 


New, compact design — organized, efficient work centers for | 
executives, salesmen, stenographers, calculator operators, and 
every type of desk user. | 
# These handsome desks actually increase working ease and 
i? efficiency, but require LESS SPACE—considerably less. 

Entire working surface is reachable—usable. 

Other convenience features are available at slight 

extra cost, such as visible reference arm slides, 

and typewriter side shelf. 

Efficiency features — corner legs or adjustable 

height pedestals, square or molded top edges. 
Buyers will consider new low prices an improvement. 
See these NEW “Streamliner” Desks at Globe-Wernicke dealers, 
quickly found in your classified telephone book under “Office 
Furniture & Equipment.” 


IN SPACE SAVED BY 
NEW GLOBE-WERNICKE 
STREAMLINER DESKS! 


Complete line of sizes 
and styles, harmonizes 
with previous ‘‘Stream- 
liner’ models. Modern 
styling, lifetime finish, 
express traditional G/W 
quality. 


Cincinnati 12, Ohio 


ment of human resources, it is very 
vital that you discuss the development 
of them in terms of groups or in 
individuals, because if you are con- 
sidering individuals only as members 
of groups—if you treat them only as 
members of groups—then you are a 
part of the collectivist philosophy,” 
Mr. Appley declared. “If, however, 
you believe in the dignity and value 
of the individual as such, then you 
deal with the individual as an individ- 
ual, and you look for in him a poten- 
tial far greater than his fellow as you 
have found him, do everything in your 
capacity to develop him to his fullest 
potentials—then you are a follower 
of the system you know of in this 
country as free enterprise . . . the 
development of the individual.” 


“IT wonder,” Mr. Appley continued, 
“how many times we sit back and 
consider the influence of management? 
Right this minute somewhere there 
are managements making decisions 
that will affect your life and mine, 
whether we know it or not. Man- 
agement decisions are a reflection of 
judgment. Whether that judgment is 
good or bad, it is the reflection of 
judgment and the quality of judg- 
ment is dependent upon the fact that 
the information that is available at 
arriving at such judgment. 

“Where are the facts? Where is 
the information? It is in the office, 
regardless of where you find the of- 
fice, or what kind of an office it may 
Es 


“|... management judgment is good or 
poor, in proportion as office managers 
in their respective responsibilities 
make facts and information available 
to those who have to arrive at these 
judgments. That places upon office 
heads a responsibility that may be a 
little bit different than some of them 
realize. The office manager, or he 
who is responsible for clerical activi- 
ties, knows better than management 
what they need and can have in the 
way of facts and information, and yet 
many of us are inclined to give man- 
agement what it asks for and wait for 
them to decide what they should have, 
what they need, and what should be 
made available in order that we can 
arrive at the important decisions and 
judgment essential to the operation 
of a business.” 

“In talking about the sights of of- 
fice management, the main sight to 
which we must raise our thinking, is 
our real responsibility as managers, 
not managers of offices, not managers 
of factories, not managers of sales 
organizations, but as managers of 
people, because that is basically our 
responsibility,’ Mr. Appley said. 

“The way we actually take our 
place in management circles is to get 
in on management’s problems and 
help determine, because of our greater 
knowledge, the facts and the informa- 
tion that they need—that they should 
have—to form the kind of judgment 
to make fine decisions to keep your 
business and mine going.” 
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Countless users 
the world over 
prefer 


@ When you buy ACE Stapling Equipment you get the CROSS SECTIONS SHOW HOW 
finest that money can buy. It is the leader, today, as it has ACE STAPLES ARE MADE 

been for more than twenty years. Ace Staplers are built 
to last a lifetime . . produced with a degree of skill and 
watch-like precision which assures those smooth, reliable 


operating qualities so greatly appreciated by users the 
world over. 


To get maximum results from your Ace Staplers, be sure 
to use ACE Staples. Ace Engineers have developed a special 
process which gives Ace Staples extra strength as well as 
superior operating satisfaction. 


VISIT YOUR LOCAL STATIONER. . have him demonstrate 


® * : FIG.1. shows cross section of FIG.2. shows the ALL- 
the ACE Line of finer Staples and Stapling Equipment. cn ALL-ROUND steel wire. ROUND wire after being 
Ace uses only premium treated by the ACE 
SOLD ONLY THROUGH DEALERS made, accurately drawn-to- PROCESS. This gives 
size steel wire. maximum strength on the 
outer edge where it is 

most needed. 


ACE PILOT ACE STANDARD ACE ScouT~ ACE CLIPPER ACE STAPLES ACE STAPLE 
REMOVER 


“IN CANADA e ACE FASTENER (CANADA) LTD., 1 NOTRE DAME ST., WEST, MONTREAL 
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134 Years 
Experience in 
Chair 
Craftsmanship 


2805TC 


OED. a SMART, in the Chippendale tradition. 


Matching ensemble in desk chair 2805”%TC, companion chair 
2805TC; side chair 2804. 


See this chair... sit in it. Write factory for brochure and name of nearest dealer. 
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fm 6 THE TAYLOR CHAIR COMPANY ZLedjord, Ohio | 
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Office 
Management 


AND EQUIPMENT 


EDITORIAL 


By Ewing Galloway. N. Y. 


“Solicitude cannot be feigned; friendliness cannot be faked.” 


where PERSONALITY COUNTS 


October, 1950 


AS THE NATION speeds up its military preparations, office management stcels 
itself for a repetition of its employment experience of the last war, with good 
people very hard to get and just as hard to hold. 

Already there is a noticeable tightening up in the supply of good office 
employee material and evidence of much restlessness on the part of men and 
women previously satisfied with their jobs who feel that a booming market 
for office labor will give them better opportunities elsewhere. 

This would seem to be a good time to check up on a factor in job satis- 
faction which does not get as much attention as it should, in these days of 
the more or less scientific approach to everything. That factor is the personality 
of those who direct the work of the office. 

In a talk on “Communications” before the members of the Transcription 
Supervisors Association of New York early this year, John Foster, personnel 
director of the Port of New York Authority, had this to say: 

“I would like to caution anyone interested in this field against falling 
into the trap of assuming that a formal communications program can ever. 
replace the personal and intimate contact between the supervisor and_ his 
subordinate. Workers form small group associations—they react as emotionally 
to work situations as they do to other social stimuli, and often more so. They 
build their loyalties, affections, and suspicions around personalities, and noth- 
ing can replace the supervisor's interest in his workers. Personal contact is the 
solution to many problems and it should not be overlooked in the interest of 
professional pride.” 

Solicitude cannot be feigned; friendliness cannot be faked. They are essen- 
tials to leadership on any level. They are at the core of the type of personality 
which should be sought in those who are to have the direction of others. 

“A nice place to work” is a weighty phrase in times like the present when 
the office is again being hard put to it noi only to get but to hold the sort of 
employees it must have to do its work well, and it is a phrase never heard 
where this type of personality is lacking. 


OFFICE MANAGEMENT AND EQUIPMENT 33. 


i Ste ue” ‘ Sa) <4 ae oo ¢ et — 2s e/: 
a P — (ee oe wee + 
j ete | = : ——- _. a oe 
| : 
7 
; ‘ te me ore —" ay 7 a 
a ; ee Bes <3 ane a r oo be Bins; 
af . re ia ££ — - a 
¥ ones wee a Y ae ne 
% aM ili er ey , 
3 Nee, is. ; & 
oil We acy aah sie i Bat. y be = 
| eo ex! = we = 
i i 3 F % ;  . 
“9 * ers a ; haa e = a 35 
. po * ~ uy ‘ 
a * és j a a ‘* te a ‘ ‘ E 
ee . By" 4 f 
eee << a aie " ss 
es a — lll 3 
a > ty = iis i : 
co » ti : FP Pass aie See - >. é 
ME = 
Boh ir so 3S ee 2 ' 4 ‘a 
of . ae ae “a. ae 4 a 
oS) Saar a a. ~e ye “6 
Se oe a" - ¢ ; a z 
* a 2 an 
j q - ais 2 — . pS az ; ioe ie b 
‘a i a * . 
v a 
" —— . ~*~ a Ve ri = 7 P 
— al is ae ae. 
; 3 b , 2 ae 3 e Ss Sips 
| F “% an 4 ae 4 z he te 
, Me 
¥ a : 4 tei oe 4 Sees ag Pe ae ns 
| . Aa f 2 
PC 
| 
' 
_ 
| 
| 
p ieee; s = eal - $ oo: ee 4 an Je x Mi 
ae : mR 4 ihe (22 5a — eee ee ay a od ‘ Vy a i 


ie 


Announcing the Winners of the 


Sketch of “Office of the Year” Award bronze plaque. 


By CHENEY ARCHER 


TWO FINE NEW AMERICAN OFFICES have won 
top honors for design and layout in the 1950 “Office 
of the Year” Awards sponsored by Orrice MANAGE- 
MENT AND EqQuipMENT. They are the offices of the 
John Hancock Mutual Life Insurance Co. in Boston, 
in the classification of offices employing more than 
500 persons, and the offices of Philip Morris & Co., 
Ltd., in New York, in the classification of offices 
employing less than that number. 

Receiving honorable mention in the larger office 
classification are the offices of General Petroleum Co., 
Inc., in Los Angeles, and of the Mutual Life Insur- 
ance Co. in New York. Honorable mention in the 
smaller office classification goes to the offices of 
Cresap, McCormick & Paget in New York, and the 
First Federal Savings & Loan Association, in Chicago. 

Architects of these six offices are Cram & Ferguson, 
of Boston, for John Hancock Mutual Life Insurance 
Co.; Kahn & Jacobs, of New York, for Philip Morris 
& Co., Ltd.; Wurdeman & Becket, of Los Angeles, for 
General Petroleum Co., Inc.; Shreve, Lamb & Har- 
mon, of New York, for Mutual Life Insurance Co. of 
New York; Ralph Milman, of Chicago, for First 
Federal Savings & Loan Association; and the Kenneth 
H. Ripnen Co., of New York, for Cresap, McCormick 
& Paget. 

The Awards and certificates of honorable mention 
will be presented at the opening October 23 of the 
Office Week Forums at the National Business Show, 
Grand Central Palace, New York, following a 
luncheon given at the Waldorf Astoria by OFFICE 
MANAGEMENT AND EQUIPMENT for top executives of 
the companies whose offices are being honored and 
the architects reponsible for these offices. 

A special section in the December issue of OFFICE 
MANAGEMENT AND EQuIPMENT will carry stories, plans, 
and pictures of the winning offices, for the benefit of 
office people everywhere who are interested in the 
current trends of office design and layout. 

Determination of the winners of these first annual 
“Office of the Year” Awards has been based by the 
editors of OFFICE MANAGEMENT AND EQUIPMENT on 
the results of a nationwide poll of opinion among 
those members of the American Institute of Archi- 
tects who have concerned themselves most with office 
design and those members of the Association of Con- 
sulting Management Engineers particularly noted for 
their work on probleins of office efficiency. 
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“OFFICE of the YEAR” Awards 


New offices in Boston, New York, Chicago, and Los 
Angeles honored for outstanding design and layout 


Steel rises for a great new office—that of the United Nations in New York. 
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Left, newsmen interview Mr. Keener in his flying office at Cairo. 


business AROUND the WORLD 


Right, at work in the flying office. 


aes 


By CHENEY ARCHER 


LOOKING AHEAD to the day when a whole peace- 
ful world will be open to the American ideas and 
products which make for economic and cultural 
progress, an American engineer and inventor, Sam 
Keener, president of the Salem Engineering Co., of 
Salem, Ohio, has pressed the airplane into use as an 
invaluable business tool to aid his company in peace- 
ful, constructive, and highly profitable penetration of 
free enterprise countries all around the world. 

Since he began, as a ranch-hand at ten years of 
age, his spectacularly successful career, Mr. Keener 
has always been quick to avail himself of every new 
idea promising greater efficiency in the accomplish- 
ment of the tasks he has set himself. Interested in 
aviation since soon after the first World War, he has 
long utilized planes in his business activities, occa- 
sionally chartering airliners for his trips before he 
bought his own plane in 1936. Since that date, he has 
been flying constantly in connection with his business. 

Now in his domestic trips he uses a DCg airplane, 
outfitted for his needs with a desk, conference table 
arrangement for four persons, dictating machine 
facilities, and ship-to-shore ‘phone for hookup with 
the home office while the plane is in flight. 

This plane is the one Mr. Keener flew on a trip 
to Europe in 1948, in the course of which three and 
a half millions dollars in orders were chalked up for 
his company’s services and products. For his ’round- 
the-world flight last year, he used his especially out- 
fitted DC4, making it into a veritable flying office 
which not only functioned admirably for Mr. Keener 
and his staff, but served also as a most valuable 
advertisement for American ingenuity and enterprise. 
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‘These four-engine planes have a cabin which can 
normally accommodate up to 52 passenger seats. In 
this, beginning at the door leading into the pilot's 
compartment, Mr. Keener’s own office was set up, 
with new metal desk, his own swivel chair from the 
home office, dictating machine, private radio, pilot-to- 
cabin ‘phone, filing cabinet, and six conference chairs 
anchored conveniently adjacent to the desk. 

Behind Mr. Keener’s office, and separated from it by 
drapery was the public relations department for the 
trip. Another metal desk here held a standard type- 
writer, a pencil sharpener, and a shelf of reference 
books. (A complete encyclopedia was taken along as 
part of the plane’s reference material). Across the 
aisle from this desk, two airliner seats came into use 
when tape recordings of interviews for radio broad- 
cast back in the United States were being made. More 
than a dozen such interviews were recorded and sent 
back to Ohio for broadcasting, the persons inter- 
viewed ranging from business leaders in England and 
reporters in Syria all the way to the Prince of Iran. 

Beyond this office came the engineers’ drawing 
table, with four airliner seats around it. The table 
also doubled as a lunch and card table. Across the 
aisle four additional seats were provided. 

At the rear of the plane, in the entry door area, were 
two studio couches providing sleeping accommoda- 
tion for four when necessary. Along one side of the 
aisle leading to the rear were set up three working 
models of the equipment the Salem Engineering Co. 
builds, including one, which cost $5,000 to construct, 
of the Salem steel mill soaking pit. 

The standard airliner warming oven arrangement 
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The DC4 flying office at Heath Row Airport near London. 


in Sam Keener’s FLYING OFFICE 


was converted into an electric kitchen, and more than 
a ton and a half of spare groceries were taken along. 
Among other equipment were a spin-dryer washing 
machine, a balloon-tired bicycle for use around the 
airports, a complete theatre set-up with projector and 
screen for 16-mm. movies of company projects as well 
as Western movie releases, movie and still cameras 
and films, complete spare part kits for typewriters, 


recorders, and other equipment, and last but surely 
not least—a wooden hobby horse holding Mr. Keen- 
er’s silver-mounted saddle and cowboy togs, ready for 
his use in riding wherever he found opportunity. 

On the trip there went with Mr. Keener, Captain 
Nelson Rokes, his pilot; Delmar Flickner, flight engi- 
neer; Elwood Broadwater, public relations director; 
two sales engineers; and the plane steward. 


Left, Italian news writer tries out Mr. Keener’s saddle. Right, Mr. Keener explains model of Salem circular soaking pit 


to King of Iran and his brother the Prince. 
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| FIRST FLOOR 


Exterior of the Brainard & Black office. 


Above, in reception room. Left and 


below, plan of the office 


a new office 


THERE'S AN UNUSUAL contribution to office de- 
sign in the new home of Brainard & Black, Ltd., 
Honolulu insurance agency. 

Scientifically planned and constructed to attain 
beauty in decor while emphasizing the important 
features of functional efficiency, maximum comfort, 
convenience, and service to clients, these agency quar- 
ters, completed about a year ago, are located in the 
new Kenrock Building at 1392 Kapiolani Boulevard, 
one of the main arterials, midway between down- 
town Honolulu and the Waikiki Beach district. 

The building and offices were designed by the 
architectural firm of C. W. Lemmon and Douglas 
Freeth, Associate. Interior colors were planned by 
an associate of Elizabeth Banning, San _ Francisco 
color consultant. The modern structural design and 
colorful tropical effect which has been achieved is 
one of outstanding distinction and sets a new pat- 
tern for business offices in the Territory. 

In planning expansion from their outgrown quar- 
ters in the congested downtown section of Honolulu, 
Scott B. Brainard, president of the agency, and his 
associates gave first consideration to the problem of 
parking. In the old location, there were numerous 
instances of frayed tempers and impatient annoy- 
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Conference room and ladies’ lounge. 


in Honolulu 


ance as clients and agents lost precious time in try: 
ing to park on Honolulu’s busy streets. The new 
site provides space for fifty-two cars. 


(To page 74) 


Below, in agents’ department. Above right, secretary's office; policywriters’ office 
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A. Devaney, Inc., N. Y. 


BILLED as the “Mid-Century Mark of Progress,” the 
1950 National Business Show will open in Grand Cen- 
tral Palace in New York on October 23rd, enabling 
thousands of office executives from all over the country 
to view a wide variety of recently developed office 
machines and equipment. The Show, taking place 
for the first time under the ownership of the Office 
Executives Association of New York, with Rudolph 
Lang as managing director, will include the usual 
Office Week Forums, nine lecture sessions devoted to 
almost every phase of office work. 

The Show itself is promised to be a much more 
dramatic presentation of office tools and auxiliaries 
than any Business Show has been in the past. It will 
be the scene of demonstrations of completely new 
media for communication; will provide a common 
meeting ground for manufacturer and consumer to 
assay the future of office machines, supplies and equip- 
ment in the critical years ahead; and visually, will 
represent a distinct improvement by reason of inte- 
grated booth design. At the same time, the Forums 
have been broadened in scope by reason of the co- 
operation of professional associations heretofore not 
represented. Contributing to the Forums for the first 
time this year will be the Systems and Procedures 
Association of America, the New York Personnel Man- 
agement Association, the Personnel Club of New York, 
the Business Education Advisory Council, the National 
Association of Manufacturers, and the J. O. B. (Just 
One Break) Committee of the New York University- 
Bellevue Medical Center Department of Physical 
Medicine and Rehabilitation. Other participants who 


have appeared at past Forums are the National Asso- ~ 
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Part of battery of special check-writing machines installed by Ford Motor Co. at its offices to handle pay checks. 
National Business Show aims to aid American executives in the expanding mechanization of office work. 


ciation of Cost Accountants, the Records Management 
Association of New York, and the Transcription Su- 
pervisors Association. The Office Executives Associa- 
tion of New York always contributes to the sessions. 

A few unique features mark the 1950 National Busi- 
ness Show. One of these will be the first public view- 
ing of Vericon, a color television system developed by 
Remington Rand for commercial and industrial use. 
Vericon’s debut will embrace demonstrations of office 
machines and appliances, interviews with interesting 
personalities at the Show, and other floor activities at 
the Palace, besides giving individuals the opportunity 
to view themselves over color television. The demon- 
strations will be of about 15 minutes duration, on the 
hour and the half hour, 18 shows daily Monday 
through Friday. 

Another new office device making its debut at the 
Business Show will be the newly developed product 
of the Times Facsimile Corp., a wholly owned sub- 
sidiary of the New York Times. This machine cuts 
mimeograph stencils by a copying process, utilizing 
the principles of facsimile (wire-photo) . 

With considerably more fanfare than heretofore 
employed to open a Business Show, a luncheon will be 
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tendered for the OEA Show and Forums Committees, 
the presidents of all of the cooperating associations, 
and the press. In the afternoon, the Show will be 
opened formally by Vincent Impellitteri, acting Mayor 
of New York, when he cuts a ribbon stretched across 
the Show portals. 

Another feature of this year’s show will be the pre- 
sentation for the first time of the “Office of the Year” 
Awards, given by Orrick MANAGEMENT & EQUIPMENT 
to the two offices adjudged as outstanding in their re- 
spective size divisions, for design and layout. Repre- 
sentatives of the winning companies will be on hand 
to receive the plaques from Donald McAllister, vice- 
present and general manager of Geyer Publications. 
Runners-up in the poll will receive honorable men- 
tion certificates. 

Based on past attendance records, the Show is ex- 
pected to play to an audience of close to 100,000 office 
executives, and office equipment and supply dealers. 
In an effort to impress official Washington with the 
essential need of office tools in a period of national 
emergency, the Business Show has invited a great 
number of individuals in the interested Government 
agencies as well as military personnel, with the aim of 
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M. R. ODERMATT 
Munet Cork Corp. 
NACA Chairman 


MARY A, BERENDES 
Consolidated Edison Co. 
TSA Chairman 


establishing the Government’s recognition of the im- 
portance of such equipment for efficient office opera- 
tions. 

M. T. Martin, Research Institute of America, Inc., 
is chairman of the Forum Committee for the National 
Business Show. Mr. Martin has succeeded in assem- 
bling, with the assistance of the other association com- 
mittee members, a program of speakers covering many 
of the pressing subjects in the field of office manage- 
ment. Included among the speakers will be Joseph G. 
Nagro, Birds Eye-Snider Division of General Foods 
Corp., president of the Systems and Procedure Asso- 


ETHEL A. CAREW JAMES E. BARRON 
Esso Standard Oil Co. NAM Chairman 
Records Mgmt. Assn. 


ciation of America; N. Madison Cartmell, of the man- 
agement consulting firm of Cresap, McCormick & 
Paget; Wilson T. Seney, of McKinsey & Co., another 
management consulting organization; F. Bruce Ger- 
hard, vice-president of the Prudential Life Insurance 
Co.; Jerome Barnum, training program specialist and 
management consultant; Dr. Lydia Giberson, the 
Metropolitan Life Insurance Co.; and Paul A. Mc- 
Ghee, dean of the Division of General Education, 
New York University. 

Also Dr. Howard A. Rusk, associate editor of the 
New York Times, and chairman of the Department of 


NATIONAL BUSINESS SHOW EXHIBITORS 


Addo Machine Co., Inc. 

American Automatic Typewriter Co. 

American Photocopy Equipment Co. 

Arrow Mail Service 

Assn. of Private Office Personnel Agencies 

Automatic Electric Sales Corp. 

Charles Beseler Co. 

Bircher Co., Inc. 

Brecher Brothers 

Brentano's, Inc. 

Business Systems Corp. 

Cincinnati Time Recorder Distributors of 
New York 

Clary Multiplier Corp. 

Cole Steel Equipment Co., Inc. 

Collins & Williams Co., Inc. 

Collister Corp. 

Copy-Craft, Inc. 

Ralph C. Coxhead Corp. 

Crystal Copy Corp. 
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(As listed at press time) 
Cushman & Denison Mfg. Co., Inc. 


Denominator Co., Inc. 
Detecto Scales, Inc. 
Dictograph Products, Inc. 
Diebold, Inc. 

DoMore Chair Co., Inc. 
Duplicator Corp. 

Dupli-Typer Co. 

Elliott Addressing Machine Co. 
Executone, Inc. 

Facit, Inc. 

Federal Equipment Co. 

Ferris Business Equipment, Inc. 
General Binding Corp. 


General Photo Products Co., Inc. 


Gray Mfg. Co. 

Guide System & Supply Co. 
C. S. Hammond & Co., Inc. 
Houghton Mifflin Co. 
Hush-A-Phone Corp. 


Kee Lox Mfg. Co. 

B. J. Kolber Co. 

Krayer Mfg. Co. 

Le Febure Business Equipment 
Linguaphone Institute 

Michael Lith. Co. 

Magnetic Recording Industries, Ltd. 
Mailers Equipment Co. 

Master Addresser Co. 

Mimeo Mfg. Cc 

Modern Telephone Corp. 

Mosler Safe Co. 

P. O. Moore, Inc. 

New York Telephone Co. 

"The Office” 

“Office Appliances” 

"Office Management and Equipment” 
Ohmer Corp. 

Okafold Folding & Inserting Machine Co. 
Olivetti Corp. of America 

Oxford Filing Supply Co., Inc. 
Ozalid Div., Gen. Aniline & Film Corp. 
Paillard Products Inc. 

Payroll Tax Service 

Permoflux Corp. 

Plus Computing Machines, Inc. 
Print-O-Matic Co., Inc. 

Queen Ribbon & Carbon Co., Inc. 
Rand McNally & Co. 

Remington Rand, Inc. 

Rex Contex Distributing Co. 
Reynolds & Reynolds Co. 
Robotyper Corp. 

Rockwell-Barnes Co. 

Safeguard Corp. 

Sanford Electronics Corp. 
Simplex Time Recorder Co. 
SoundScriber Corp. 

Speed Products Co., Inc. 
Standard Manifold Co. 

Swift Business Machines Corp. 
Times Facsimile Corp. 
Transparent Products Co., Inc. 
Van Hawk Sales Co. 

VisiRecord, Inc. 

S. Walter Co., Inc. 

Warshaw Mfg. Co., Inc. 
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DAVID MACK JOHN W. HASLETT 
Wm. R. Warner & Co., Inc. Shell Oil Corp. 
N. Y. Personnel Manage- SPAA Chairman 
ment Association Chairman 


Physical Medicine and Rehabilitation, New York Uni- 
versity-Bellevue Medical Center; John W. Fiske, Jr., 
Bankers Trust Co.; Helen Chatfield, U. S. Bureau of 
the Budget; Jules M. Braubard, Chase National Bank; 
Dr. Peter Agnew, assistant dean of the School of Edu- 
cation, New York University. 


RUDOLPH LANG 
Managing Director 
National! Business Show 


Added to this list of speakers will be a visual demon- 
stration on “How Our Business System Operates,” 
presented by the National Association of Manufac- 
turers, and a panel of speakers (not announced at this 
writing) over which Dr. Agnew will act as moderator. 

Chairmaning the various sessions are Charles B. 
Haverin, Metropolitan Life Insurance Co., president 
of the Office Executives Association; John W. Haslett, 
Shell Oil Corp., for the Systems and Procedures Asso- 
ciation of America; M. R. Odermatt, Munet Cork 
Corp., for the National Association of Cost Account- 
ants; David Mack, William R. Warner & Co., Inc., 
for the New York Personnel Management Association 
and the Personnel Club of New York; Henry Vis- 
cardi, Jr., for the J. O. B. Committee; Ethel A. Carew, 
Esso Standard Oil Co., for the Records Management 
Association of New York; Mary A. Berendes, Consoli- 
dated Edison Co. of New York, for the Transcription 
Supervisors Association; Elmer L. Helm, Shell Oil 
Corp., for the Business Education Advisory Council; 
and James E. Barron, for the National Association of 
Manufacturers. 

On the light side, a touch of glamour will be in- 
jected into the Business Show for the first time, for 
Tuesday has been designated Ladies’ Day. Kathi 
Norris, one of television’s leading feminine personali- 
ties, will act as hostess at a special ladies’ program at 
which many leading women in office management will 
be introduced. 
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CHARLES HAVERIN 
Metropolitan Life Ins. Co. 
President of OEA, N. Y. 


ELMER L. HELM 
Shell Oil Corp. 
Business-Education 
Advisory Council 


Dorry Ellis, fashion and beauty editor of Macfadden 
Publications, will be interviewed by Claire Burgoyne, 
vice-president of Position Securing Bureau. The sub- 
ject of this interview will be charm in the office, with 
personality and looks “on the job” coming in for 
some detailed discussion. Charts and diagrams pre- 
pared by Macfadden experts will accompany this pre- 
sentation. 

At the Forums, the session contributed by the Belle- 
vue-New York University Medical Center group will 
be in the form of a visual presentation attesting to the 
vast reservoir of untapped manpower which lies in the 
1,000,000 to 2,000,000 handicapped persons in this 
country. Dr. Rusk will describe the new scientific 
tools that may be applied to tap these hitherto unused 
people in the great American production task of the 
future. Another novel presentation will be the offering 
of the National Association of Manufacturers. This 
will be a visual presentation also, designed originally 
by E. I. du Pont de Nemours & Co., for the general 
enlightenment of employees in American industry. 


Dorry Ellis, beauty director of Macfadden Publica- 
tions, who will give office women some pointers on 
charm, at the Show 
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Office workers play net-ball at lunch hour in Lincoln’s Inn Fields, London. 


building GROUP SPIRIT 


By DR. DONALD A. LAIRD 


First of two articles; second will appear in November Issue 


THE SALES MANAGER of John Doe & Richard 
Roe, Inc., wanted to pep up the sales force and dis- 
tributors. So he decided to have a big jamboree to 
celebrate the 250,o00th widget the company would be 
turning out. 

News of the celebration leaked through the grape- 
vine to some production supervisors who liked the 
idea. When the sales manager learned of their in- 
terest, he asked the shop to join the affair. The idea 
gained momentum for a company wide celebration, 
including the workers’ families. The personnel man- 
ager was all for it, and helped get the president’s ‘e- 
luctant O.K. 

Exhibits were prepared: the first patent, the little 
shop in which the first model was made, their early 
crude widgets, a replica of the 100,o00th, enlarged 
photographs of widgets used during the war, famous 
buildings equipped with their widgets, a big map ol 
the world showing the location of foreign distributors, 
and about everything else the sales manager’s imag- 
ination could cook up. Even the president was amazed 
at the interesting material from the firm’s history. 

All employees and their families were invited to the 
displays the Saturday of the sales meeting. At 11 a.m. 
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all 800 gathered in a big tent on the parking lot. ‘The 
mayor and a distributor from Australia spoke briefly. 
The president unveiled the new model widget. He 
actually showed some enthusiasm, too. It was the first 
time most of the employees had ever heard his voice: 
many of them had never seen him before, and thought 
he looked impressive. 

(A little stenographer from purchasing took down 
his speech; she wanted to practice shorthand. Her 
boss was bowled over Monday morning when she pre- 
sented him with a typed copy of the president's re- 
marks. The story of her promotion to private secre- 
tary is not part of this main story.) 

At noon carts of food and paper plates were 
wheeled in, and everyone helped himself. The _ per- 
sonnel director noticed that the pay roll clerks were 
eating together, so he moved some young engineers 
from the test room over to eat with them. That was 
the start of a couple of romances. 

“It’s hard to understand,” the plant superintendent 
said a week later, “but there has been almost no 
tardiness since that big shebang Saturday.” 

“Yeah, and the men are using their protective gog- 
gles more,” the safety director added. “Guess that ex- 
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hibit on eye protection made the wives get after the 
men.” 

“Why didn’t we think of doing something like this 
before,” the president remarked. He had enjoyed 
speaking his piece Saturday morning. The personnel 
director had to pinch himself. 


1. GET THEM ALL TOGETHER 

That is what makes college spirit. Colleges aic 
broken into as many cliques as a company. There are 
Greek letter cliques, playboy and serious student 
cliques, rich student and _ self-supporting student, 
mixed religions, races, and social levels. ‘The north 
end of a dormitory cliques against the south end. 
Sophomores look down on freshmen. Commerce stu- 


DR. DONALD A. LAIRD, noted for his work in 
the field of psychology, is the author of more than 
a dozen books and several hundred articles, and en- 
joys an international reputation as a popularizer of 
psychological discoveries. 

Particularly well known for his work as director 
of the Colgate University Psychological Research 
Laboratory beginning in 1925. He also has served 
as industrial relations consultant to a great number 
of corporations mainly on such problems as reducing 
fatigue and employer-employee relations. 

His achievements in the field of research and of 
application of research results have made him an 
outstanding authority on psychology and its appli- 
cations. 
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Winners in knitting and crocheting contest of Mutual Life Insurance Co. of New York 
are televised. 


dents set themselves apart Lrom journalism studenis. 
Then there are all sorts of arbitrary rules and regula- 
tions imposed. In addition, while some of their teach- 
ers (bosses) are liked, a few are thoroughly hated. 
Some studies are enjoyable, some are drudgery and 
as monotonous as any industrial job. 

Students have many complaints and divided loyal- 
ties. There are wheels within wheels, like a company 
—yet students have a hearty spirit for dear old Si- 
wash College. The many meetings of the entire stu 


(To page 68) 


Earl Harger, conductor of Ford Motor Co. employees’ 


symphony orchestra, rehearses string section 
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MICROFILMING on 


By KIMBALL DARBY 


ONE OF THE MANY BY-PRODUCTS of the 
Korean situation has been a rush of many American 
business organizations to put vital company records 
on microfilm, to guard against possible damage or 
destruction. The suddenly heavy demand for far 
from plentiful microfilm equipment to meet this 
need will, however, prove no serious hindrance in 
the long run to a broadening out of microfilm usage 
which gives promise of an entirely new set of tools 
for office systems experts to work into the pattern of 
daily operating procedures in almost any business 
field. 

Microfilming techniques have already advanced 
beyond the stage of simple duplication of records 
for protective purposes or for the saving of valuable 
office space. These highly important applications 
are being supplemented by a variety of other uses. 

For instance, numerous dairies now employ micro- 
film equipment on monthly billing of route deliv- 
eries. Here the route driver records the usual daily 
entries of his company products on a specially de- 
signed form, one for each of his route customers. 
At the end of each month the individual form be- 
comes a customer’s bill—but not until it has been 
checked against a skeleton ledger maintained in route 
book sequence, and run through the microfilm 
recorder. The skeleton ledger shows balances due by 
months and cash payments. All duplication of daily 
postings is eliminated. A detailed record is always 
available on microfilm for reference or statistical 
work. 

Department store cycle billing is another procedure 
where new microfilm techniques have found a place. 
Here is the way the big Kresge department store in 
Newark, N. J. does it, according to L. R. Savage, 
assistant controller for the store: 


Diebold unit system and scanning reader, for cumulative 
microfilming of multiple records. 


t 


Burroughs BH 190 E microfilm camera recorder photo- 
graphing of remittance advices at Campbell Ewald agency 
in Detroit. 


“After proving the predetermined control totals 
and balancing with the billing machines, the state- 
ments, along with the charge sales checks, and credits 
are delivered to the camera for photographing,” Mr. 
Savage says. “Media is delivered to the camera in the 
same sequence as posted. 

“The operation of feeding the posting media and 
statements into the camera is fast, with an average 
day’s run of over 9,000 items requiring only a few 
hours. Upon completing the photographic operation, 
the exposed film is removed from the camera and 
placed in the processor. One hour later, completely 
developed, fixed, washed, and dried film is removed 
from the processor, and is ready for future reference.” 

Microfilming has found its way into the operating 
areas of the courts, though here the job is being done 
on a service arrangement. Preparations for expensive 
court battles, with voluminous documentary evidence, 
finds microfilm equipment busily engaged in taking 
reams of pictures of the exhibits, in reduced size at 
first, but “blown back” easily for additional full size 
copies for perusal without benefit of microfilm reader. 

Often of importance to microfilm procedures hav- 
ing to do with current business papers is the ability to 
film and process the original document quickly and 
then blow it back to original size, in as many copies 
of the papers as are required. Such equipment is avail- 
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Battery of Recordak RE-1 microfilmers in operation at the Veterans Administration 


office in Chicago. 


able in compact units, and even as an auxiliary unit 
to a microfilm camera. Enlarging speed is in the 
neighborhood of 60 feet a minute. Such equipment 
is now being used to good advantage by the Wabash 
Railroad on inter-line billing. By the use of micro- 
film and immediate enlarging, freight cost distribu- 
tion is broken down for the benefit of other rail- 
roads concerned in the shipments. The procedure 


Greenfield Dairies, in 
Virginia, use Remington 
Rand equipment for 
route billing procedure 
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represents a big saving in time, since it eliminates 
the work of typing long-drawn-out abstracts covering 
settlements between roads. The original waybill be- 
comes a report to these railroads. 

The same technique is used by Greyhound Bus 
Co. for interline distribution of passenger fares. 

The tickets from drivers’ reports are accumulated 
in groups, sorted by issuing company, weighed, and 
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put in an envelope identified by a control number. 
The tickets are rated, after which charges for each 
issuing company are run on an adding machine and 
these sub-totals are used to obtain a grand total for 
the period. All tickets are weighed again (compari- 
son of second weighing with first weighing is a fast 
check that no tickets have been lost in the process) . 
The charges against each issuing company for this 
period are added to the monthly bill immediately 
after the second weighing. Tickets are kept in the 
safe until the end of the month, after which the 
control entries are totaled on the bill, the bill given 
a number, prepared for mailing, and sent to the 
microfilm operator. The microfilm operator sets up 
identifying targets for each company to be billed. 
She takes all the information pertaining to one com- 
pany and microfilms it in this order: 1) identifying 
targets, 2) monthly bill; 3) first control envelope 
and tickets; 4) other control envelopes and. tickets 
in order. 

A girl will microfilm about 3,100 tickets and sup- 
porting papers per hour, including loading film, 
splicing, and other operations. The 100-foot roll of 
film accommodates about 5,000 tickets and support- 
ing papers. Identifying targets are microfilmed again 
at the end of the roll. 

Seaboard Air Line Railroad Co. also uses micro- 
film equipment very advantageously both at yard of- 
fices of large interchange points and at stations hav- 
ing heavy volume of inbound traffic. 

The interchange points are using film record for 
the purpose of expediting train movements, prepara- 
tion of interchange and passing reports, as well as re- 
ports for use of the trafic and accounting departments. 
Waybills at off-going interchange points are quickly 
photographed, immediately upon receipt, and are 
available for movement of the cars to connections 
without any train delay. On-the-spot development of 
the film makes this record available for the prepara- 
tion of various reports within a few minutes after the 
photographing is accomplished. 

All received waybills are microfilmed at the freight 
agencies employing this equipment and this record is 


used for the purpose of preparing exception reports in 
cases where claims are received, verification of expense 
bills both as to articles and revenue when questions 
arise, furnishing information to local trafhc represen- 
tatives, and other similar uses. The railroad people 
report substantial savings by the use of this equip- 
ment. 


The microfilm roll may represent the ultimate in 
compressed filing, but certain types of records still 
call for the vertical, unit system of filing, even though 
the filed material has been reduced on film. For in 
many instances the original records remain in active 
use. Take oil leases, for instance. Every time some- 
thing important is done to oil land—transferred, im- 
proved, or what not—the related data is added to 
the lease. The volume of leases being what they are, 
with future additional changes to the leases being 
just as certain as death and taxes, the State Rail- 
road Commission of Texas, administrator of the 
state’s oil leases, is now putting its records on micro- 
film—but not on rolls. A lease is microfilmed on an 
acetate sheet, which by reason of its standard size 
allows lots of room for future records addition. When 
something new comes up on a particular lease, the 
acetate sheet is put in the camera again for the addi- 
tion of a new document or certificate. 


Where the unit registration of patients is employed 
in hospitals, much the same technique is employed. 
Under the old system, whenever an individual re- 
turns to a hospital, a new case history record is 
started, even though two or three other records of 
that patient are catching dust in the cellar. Under 
the unit system, the patient is given a number, which 
also applies to his record card. When his case is 
disposed of, his record is microfilmed, on an acetate 
sheet and the original card disposed of. When next 
he returns to the hospital, his second case history 
is added to the microfilm record--on a_ separate 
small card. Such a system might take more space 
than microfilm on rolls, but not enough to worry 
about. 

(To page 72) 


NOMA CHAPTER WINS GEYER AWARD 


The Geyer Award, presented annually by Orrick MANAGEMENT 
AND EQUIPMENT to the Noma chapter with the best record for 
maintenance of membership, was won this past Noma year by 
the Oakland-East Bay Calif. Chaptez. 

The chapter not only had 100°, membership renewal during 
this period but also added 23 new members. ‘Two other chap- 
ters, Bridgeport, Conn., and Windsor, Ont., had perfect scores 
for membership maintenance, but did not do quite as well in 
the “New Member” section of the box-score. Of the 19 chapters 
which formally entered the competition, 16 had a membership 
renewal of over go%. 


Ray Booth (right) Noma’s director for Area 
ll, presents the Geyer Award for 1949-50 
to Ed Cox, past president of the Oakland- 
East Bay Chapter. Don R. Roberts, current 
president of the chapter, looks on 
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PORTABLE TYPEWRITER 

called the Finger-Flite Champion, has an office size 
typewriter keyboard and includes forty improved fea- 
tures, according to the Underwood Corp., | Park 
Ave., New York. Machine, which with its carrying 
case weighs only a bit more than 16 pounds, is said 
to operate with all the smoothness and stability of 
the office model. Finished in non-glare grey, with 
grey keytops and maroon cylinder knobs and space 
ar. 


EXECUTIVE POSTURE CHAIR 


produced by the Taylor Chair Co., Bedford, Ohio, 
is said by them to be “the finest, most comfortable 
posture chair ever built." Made of white oak or 
walnut, and upholstered in soft top-grain leathers, 
saddle leathers, or in all gros point fabrics, its fea- 
tures include a seat that tilt-drops in the back; 
finger-tip adjustment to user's stature; air foam rub- 
ber seat, back and arms; new casters, and a 5-way 
posture mechanism. It is designated as model 4815!/2. 


TWO-DRAWER FILE 

the Air-Flo model, boasts a "suspension cradle within a 
suspension cradle." The drawers “float at a touch 
of the fingers. Made of heavy steel, file is available 
in legai and letter sizes in green or grey finishes. Legal 
size cabinet is priced at $52; the other at $47.70. 
Both are priced slightly higher in zones 2 and 3. 
From Cole Steel Equipment Co., 285 Madison Ave., 
New York. 


FOR OFFICE FORMS DESIGN 

the Frank M. Knox Co., Inc., 1009 Rockwell Ave., 
Cleveland, has designed this new draftsman's tri- 
angle. Five measuring scales needed in designing 
forms are marked on the ten-inch altitude triangle 
which is made of Vinylite plastic. The 30 to 60 de- 
gree triangle’s edges are marked in inches, divided 
by eighths, sixteenths, and thirty-seconds; inches by 
twelfths and sixths for typewriter spacing; inches by 
tenths for pica typewriter and business machine spac- 
ing; tabular spacing of five-thirty-seconds of an 
inch, and the printer's measure of points and picas. 
Handy templates cut out of the body of the tri- 
angle help to draw two or three-ring binder marks, 
ballot-box and other small shapes used in office 
forms. The triangle is retail priced at $3.55. 
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new things in the news 


DUPLICATOR CABINET 
sturdily constructed to withstand any movement while 
machine is operating, also provides sufficient space 
for all duplicating equipment. Of standard desk 
height, 31 inches, extra working space is provided 
by its two 12-inch wide pull-out leaves which slide 
on steel guide rails. When out, these give operator 
or typist a working surface of 50 inches. Made 
of heavy gauge steel, the cabinet is vermin-proof 
and solidly reinforced. I+ is mounted on steel glides 
for portability. Finished in baked wrinkle enamel 
and trimmed with a band of stainless steel and 
chrome. Handles are trimmed same way. Out- 
} side dimensions: 31 inches high; 26 inches long, 
and 16 inches deep. Retail priced at $49.50 from 
the Technygraph Co., Techny, Ill. 


ad 


PAPER MASSERATOR 
that completely destroys papers and letters, is now 
available in a floor stand model from Western Re- 
serve Laboratories, 1438 St. Clair Ave., Cleveland. 
Machine operates on either AC or DC, stands 34 
inches high and 14 inches wide, and is I! inches in 
depth. Already assembled, it is easy to operate, 
is noiseless, and does not accumulate dust or dirt 
since the opening is small enough to prevent foreign 
matter from entering. Has a '/f h.p. motor and the 
rollers are of steel with special aluminum castings. 
Machine carries three year guarantee. 


INSULATED SAFE 

for fire and theft protection is from the Gardall 
Corp., 4425 James St., East Syracuse, N. Y., and is 
available in four practical sizes, with clear inside 
space ranging from 2900 cubic inches to 16,300. All 
models have insulated doors over 4 inches thick; 
more than 2!/4 inches of heat resistive insulation; fine 
combination lock; and bodies of heavy gauge steel. 
Many other features are included. Safes are finished 
in grey hammertone. 


RAIN-RAK 
me helps to solve the problem of what to do with drip- 
os ping umbrellas. Functional in design, the product 


features modern steel tubular construction, triple- 
chrome plated with an attractive aluminum drip pan. 
Has 8 compartments which hold 16 umbrellas. Fully 
assembled and packed one to the carton, the Rain- 
Rak is 18 inches high, 20 inches wide, and 13!/ 
inches deep. It weighs 1! pounds. From Tube- 
crafters, 911 Walnut St., Philadelphia, it is list priced 
at $18. Slightly higher price west of the Rockies. 
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OCCASIONAL OFFICE CHAIR 
made by Allied Steel Equipment Co., Lapeer, Mich., 


is equipped with a spring cushion seat cover over ~ 


which Lumite woven fabric is upholstered. This ma- 
terial provides a non-clinging surface which possesses 
a “breathing” quality. Soap and water or cleaning 
fluid keeps it free from stains. Grey steel frames 
are used for the chair, and plastic bumpers give arm 
rests protection against wear. Chair is available in 
grey, green or blue Lumite upholstery, woven from 
Dow's Saran. 


FILM FILE CABINET 


for 16 or 35mm films is being manufactured by the 
Atlas Stencil Files Co., 1662 East 118th St., Cleve- 
land. Made of steel, the file is 52 inches high, 10 
inches deep, and 25 inches wide, and will accom- 
moderate 100 400-feet reels of Iémm film, or 50 
400-feet reels of the 35mm. Bottom drawer holds 
35mm film strip cans. An indexing system quickly 
identifies all reels. 


PLANNING UNIT 


which enables anyone to lay out an office easily 
and without drafting, has been announced by Trio- 
metric, Inc., 711 Penn Ave., Pittsburgh. Basic unit 
is a rigid planning board with a surface marked off 
into '/4-inch squares, each corresponding to one 
foot of actual floor space. A plastic marking pencil 
and adhesive tape of various widths are also sup- 
plied. Scaled templates of equipment and per- 
sonnel can be shifted about working surface to get 
the desired arrangement. Two booklets are provided 
with the kit, one for directions, the other explaining 
good principles for layout. Unit is available in 
three sizes: 40 x 56 feet; 72 x 96 feet, and 96 x 144 
feet, all corresponding to maximum floor areas. 
Prices are $6, $10.75, and $16.50, respectively. 


STENCIL DUPLICATOR 


October, 1950 


model 110, is the latest hand-operated type to be 
produced by the Niagara Duplicator Co., 725 Second 
St., San Francisco. Finished in baked, blue hammer- 
tone, the new machine has 19 features, among which 
are an improved front pull feed; registration con- 
trol; 9-inch printing range adjuster; half-ream feed; 
closed drum, and an automatic roller release. A 
speed-sheeter can be installed as an extra acces- 
sory. The machine has printing range up to 90 
copies a minute. It is on display at the company’s 
copies a minute. 
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FLUID-TYPE DUPLICATOR 

the Lo-Boy model RES, is the latest from the line 
produced by REX-O-graph, Inc., 7840 West Hicks 
St., Milwaukee. Motor-driven, the machine allows for 
easy change-over to hand operation. Other features 
of it include foot pedal control; quick mask-out; fast 
master guide and clamp change; a new fluid saver 
device, and wide range pressure adjustment. Model 
also has adjustable receiving trays. 


DESK UNITIZER 
which is said to bring floor space savings up to 31 
per cent in addition to secondary economies, is 
manufactured by the M. H. Kraus Co., Stevens 
Point, Wis. The 4-in-1 Unitizer consists of 18-inch- 
high frosted plastic partitions which assure privacy 
when desks are placed in groups of four. Manu- 
facturer says use of the product will allow possible 
reductions in telephones up to 50 per cent; will 
make for more orderly and convenient working areas. 
The unit was designed by the Methods Engineering 
Division of Hardware Mutuals, Stevens Point, Wis., 
under direction of that division's manager, C. H. Dent. 


PORTABLE REGISTERS 

made for forms having widths of 4 5/16 and 5!/, 
inches, are said to be the first die-cast aluminum 
registers in the field. Both from the Phillip Hano 
Co., Inc., Holyoke, Mass. Incorporating a new split- 
pin form control mechanism, these registers hold the 
forms firmly in line while the operator writes the 
ticket and a new straight pull operating lever ad- 
vances the ticket through the device. A file com- 
partment with spring hinge lid provides easy storing 
for carbon copies in base of register. Both units 
are 13 inches long and 3 7/16 inches high. Model 
pictured at left is identified as HAP 46; the other 
as HAP 58. 


HAND NUMBERING MACHINE 

model 95, is new from the Roberts Numbering Ma- 
chine Co., 700 Jamaica Ave., Brooklyn, N. Y. The 
five-action unit has a quickset dial on the front which 
enables operator to change action instantly. Ten 
wheels can be dated, including number, 
letter, fraction, and dash wheels. Fitted with a long- 
life inked pad which automatically inks wheels after 
each imprint. Finished in chrome and black, and 
fitted with a grip-shaped plastic handle. A 6-wheel 
model 95 is priced at $25.00; in 8 and 14-actions 
at $29.50. 
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new things in the news 


MICROFILM READER 

a new 35mm. “desk-top" model, for use in libraries, 
offices, and industrial drafting rooms, is announced 
by the Eastman Kodak Co., Rochester, N. Y. De- 
signated as model MPE, the reader will project both 
16 and 35mm. negative or positive film, perforated 
or unperforated. Magnification is 19 to 1, making 
it especially suitable for reading microfilm editions 
of newspapers photographed at reduction ratios of 
either 16 to | or 20 to |. Reader is slightly over 
3 feet high, occupies less than two feet of desk top 
space. Screen is a 20-inch reflecting type, blue- 
tinted to hold glare to a minimum. 


METAL FILING CASES 

which can be equipped with any desired arrange- 
ment of their unit-type filing equipment, have been 
announced by the Herring-Hall-Marvin Safe Co., 
Hamilton, Ohio. All four cases are 40 inches high, 
outside. The two 35 7/I6-inch wide cases, left, 
are 19 3/16 inches and 26 9/16 inches deep, out- 
side. The two 43%-inch wide cases, right, are evenly 
divided inside by a vertical partition. Cases of 
both widths can be lined up side-by-side or stacked 
vertically. Built of heavy gauge steel, they are 
finished in smooth grey. All cases have solid 
backs and finished tops. 


INVISIBLE DOORMAN 


A small electric-hydraulic mechanism is the core of 
a new Pittsburgh Plate Glass Co. development that 
will open and close heavy glass doors. Previewed 
recently at a demonstration in the Hotel Astor in 
New York, the unit differs from the electric-eye type 
of door control. It can be entirely self-contained in 
a checking floor hinge unit no larger than a shoe 
box. or it may be operated by remote control with 
an already existing Pittco checking floor hinge from 
a unit just 6 inches square. Operation is controlled 
by a hidden micro-switch so sensitive that the moment 
the door handle is touched, even lightly, the door 
starts to open by hydraulic action. In produc- 
tion soon. 
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GATHERING RACKS 

in an all-steel, three-model line, have been an- 

d Industrial Budgets, Inc., 846 Western 
Ave., Toledo, Ohio. These work organizers, equipped 
with rubber deck bumpers, have shelves which in- 
stantly lock in place and can also be removed. 
Model capacities are 8, 16, and 24 sheets. Finished 
in grey enamel, the racks may be wall hung or 
used on desk or table. Full information from the 
company. 


PRIVATE OFFICE 


of Pierce Brooks, president of the National Bankers 
Life Insurance Co., Dallas, has been fitted with furni- 
ture made by the Stanley Mfg. Co., Fort Worth, Tex. 
Shown in photo are a side chair No. 1002 with arms; 
two No. 300 side chairs without arms, and a sofa No. 
1560. All pieces are upholstered in top grain leather. 
Keeney Office Equipment Co., Dallas, made the in- 
stallation in the recently completed offices of the 
insurance company. 


COPY-RITE LIQUID DUPLICATOR 
produced by the Wolber Duplicator & Supply Co., 
1201 Cortland St., Chicago, now bears the Under- 
writers’ Laboratories Seal of Approval. Model 
EL-47, shown, handles paper stock from post card 
size to 9 x 14 inches. Among its features are the 
automatic cut-out, which instantly shuts current off 
if more sheets are fed into machine than it is 
designed to take; automatic paper feed, and a quiet, 
concealed motor. 


OFFICE MACHINE STAND 

is new from the Cramer Posture Chair Co., Inc., 
1205 Charlotte St., Kansas City, Mo. All parts are 
of either steel or aluminum, securely welded or 
bolted together. Features include a safety lock 
which, by the flip of a finger, retracts the casters 
and leaves the stand firmly entrenched on floor. 
Available in grey, green, or brown baked enamel, 
stands are 38 x 17 when two drop leaves are ex- 
tended. Center panel of the top alone measures 
20 x 17 inches. 
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SALES-SERVICE OFFICE 


recently opened by C cial Controls Corp. at 
103 Park Ave., New York, houses their complete line 
of mailroom equipment and office machines, includ- 
ing the new Flexo-writer tape recorder-reproducer. 
The entire offices are air-conditioned throughout. 


RAY SCREEN POINTER 

developed by Optical Research, Inc., and available 
from the Algonkin Co., 7 West Church St., Mansfield, 
Mass., is a slender, light-projecting baton which has 
been developed for lecturers who show lantern slides 
and film strips to their audiences. The all-metal 
instrument weighs only 8 and includes a 
highly efficient optical and lamp source system which 
enables use of small, inexpensive battery cells and 
makes possible the wand-like construction of the 
pointer. An important aid to business meetings and 
conferences. 


ACOUSTICAL TILE 


for offices, company cafeterias, and institutions, is 
displayed in this window at the Owens-Corning 
Fiberglas Corp., 16 East 56th St., New York. Dis- 
play lists the advantages of the tile, pointing out 
that in addition to its acoustical properties, the light- 
weight tile will not burn. warp, buckle, expand or 
contract; can be washed, cleaned, or painted. 


GENERAL OFFICE BUILDING 


to be erected by the Art Metal Construction Co. 
at Jamestown, N. Y. at an estimated cost of $500,000, 
will be located east of the company's present office 
building and in front of plant No. |. The company, 
producers of office equipment for over 60 years, 
has two other plants in Jamestown, one in Wabash, 
Ind., and another in England. Construction will be- 
gin immediately on the building, which will have 
three floors and a total of 39,000 square feet. : The 
latest in architectural and functional efficiency, the 
new building was designed by Freeburg & Lind- 
quist, Jamestown architects, in conjunction with the 
company's own engineer, Earl J. Card. 
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new things in the news 


OFFICE HELPER 
The Macey Collator will assemble papers five to eight 
times as fast as the most nimble-fingered girl, the 
Harris-Seybold Co., Cleveland, Ohio, distributors of 
the machine, report. Capable of gathering more 
than 25,000 sheets of paper into sets of eight in an 
hour's time, the Macey Collator uses suction to pick 
up each sheet, simultaneously separating it from the 
pile with a blast of compressed air. According tc 
the distributor, this machine was invented in 1948- 
49 by Keith S. Macey, Cleveland consulting designer. 


ELECTRIC HAND DRYERS 


produced for offices, institutions, and industrial uses, 
will dry hands in 20 seconds flat, according to the 
manufacturer, National Dryer Sales Corp., 1125 West 
Lake St., Chicago. Designed in white porcelain 
enamel with chrome plated exterior fittings, units 
are I1%-inches long; 95%-inches high, and 6%- 
inches deep. Drying nozzle pivots a full 360 degrees. 
No oiling is needed, and vibration noise is virtually 
eliminated. An automatic circuit breaker prevents 
heating element from burning out, and electrical 
connections are supplied for surface or for between- 
wall wiring. 


ATTENDANCE-JOB COST RECORDER 
called the Cincinnati Clipper model, is new from 
Cincinnati Time Recorder Co., Cincinnati. A fully 
automatic consecutive spacing attendance and job 
cost recorder, it is said to be the first to combine 
consecutive spacing and up-the-card registrations, 
thus eliminating over-prints and assuring perfect rec- 
ords, all in sequence. Recorder is motor driven or 
master clock controlled. Finished in two-tone maroon 
and grey wrinkle enamel, it is available in a variety 
of types to suit individual requirements. 


A NATION-WIDE SURVEY 


of tastes and preferences in letterhead design has 
been announced by the Neenah Paper Co., Neenah, 
Wis. Business and professional users of letterheads 
are eligible to participate in the survey, and to 
receive bulletin reports of actual letterhead prefer- 
ences. Each participant receives a portfolio, the 
Psychology of Business Impression (illustrated), which 
describes basic factors of letterhead planning and 
contains useful charts, and a Test Kit of 24 letter- 
heads, also illustrated. Participants select the three 
| letterhead treatments preferred and report their 


choice by Opinion Card. Portfolio and Kit are 
available only to organizations which agree to re- 
port opinions. 


56 . OFFICE MANAGEMENT AND EQUIPMENT October, 1950 


ae | eee ie eee 
70 a See ee aes. Sa yt 
| a bi oy Des : 
eee Wee a" o ~~ ae 
Cte __» femmes ae 
. a —4@ z 2£—- 
af Jr-exg- a F # 
| ge /- = - ar 
; ry —— iy 
| / gn re 
a 
a a he “2 i i 
P \ 
- ; : i 
e , ; 
al 
ba? ts a a 
a ; “ia ———— he 4 1 
.. i By { Ss a AG —— a seine - ae Pe : ii, E nae Polka ak 
ae peor i a — ics. ca 
—_ i od | 7 g GP he 
aoe me ies 4 ° ce al a ay 
* cial = a 
Br ate ait x 4 ee 
. | : Cnclirali : es _ Bees “Alita 
- 3 Ssorernt |: alin : —_— 
; aa » Pm — 
\ | 4 . Boe « 
&g | i q - Se 
. 4 —_ 
- 2 oe: : % 
eee 
Fd 
3 
- ae i ie ae " .) ‘ee — i 


Vincent C. Ross 
President, Controllers Institute 


ROSS HEADS CONTROLLERS INSTITUTE 


VINCENT C. ROSS, vice-president and treasurer of Pren- 
tice-Hall, Inc., New York, has been elected president of the 
Controllers Institute. Mr. Ross succeeds William Herbert 
Carr, vice-president and treasurer of the California Packing 
Corporation, San Francisco, who was named chairman of 
the board. The election took place September 18th at the 
annual meeting of the Institute, at the Edgewater Beach 
Hotel, Chicago. 

The new president has been a member of the Institute 
since 1936, and has been a director of the organization, 
and a member of the executive committee, since 1948. He 
Co., Chicago; Lyman L. Dyer, comptroller, Lone Star Gas 
has also been an active member of Institute Committees 
in the fields of education, federal taxation, and ethics and 
professional standing. During 1943-44, he was president of 
the organization’s New York City Control. Mr. Ross has 
been with Prentice-Hall, Inc., since 1919, when he was 
appointed office manager. He was promoted to vice-presi- 
dent the following year, and in 1921 was elected vice- 
president and treasurer. 


In addition to Mr. Ross, the following officers were 
elected by the Institute’s board of directors as regional 
vice-presidents: Thomas P. Carley, treasurer, Englander 
Co., Chicago; Lyman L. Dyer, comptroller, Lone Star Gas 
Co., Dallas; Warren A. Jeffords, vice-president and treas- 
urer, American Lava Corp., Chattanooga; Owen T. Jones, 
vice-president, American Trust Co., San Francisco; John R. 
Sanderlin, controller and treasurer, Brown-Forman Distill- 
ers Corp., Louisville, Ky.; George W. Schwarz, vice-presi- 
dent and controller, Wyandotte Chemicals Corp., Wyan- 
dotte, Mich.; Arthur Surkamp, vice-president and chairman 
of finance committee, United States Rubber Co., New 
York, (who was re-elected); J. Norvelle Walker, secretary 
and treasurer, Royal Oil & Gas Corp., Philadelphia; Robert 
N. Wallis, assistant treasurer, Dennison Manufacturing Co., 
Framingham, Mass. 

Louis W. Jaeger, secretary-treasurer, Avon Allied Prod- 
ucts, Inc., New York, was re-elected treasurer, and Ed- 
ward C. Hof, comptroller, American Brake Shoe Co., that 
city, was renamed assistant treasurer. Walter Mitchell, ) 


managing director of the Institute, was renamed secretary- 
controller. 
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CONTRIBUTION 
OF 
CONTROLLERSHIP 


By C. C. JARCHOW 
President, American Steel Foundries, Chicago 


Excerpted from address at 1950 annual meeting of 
Controllers Institute in Chicago 


ALL PERSONS who occupy positions in manage- 
ment are not equally well equipped with business 
experience. Men in charge of manufacturing, sales, 
engineering, and so forth usually are well informed 
technically about their phase of the business, but 
may not have the desired experience with, or knowl- 
edge of, other divisions, such as the accounting divi- 
sions. It is therefore most important that the control- 
ler and his organization interpret, verbally or by 
written reports, all statements and analyses prepared 
on the business of the company. 

The job of the controller is to record and tell the 
story of business to management and others. The 
books of record, accounting techniques, and proce- 
dures give this story to the controller. It is his job 
to separate the important from the unimportant and 
to relay the former to management. The presenta- 
tion must be tailored to fit the needs. Always re- 
member that the controller is trained to read state- 
ments, but few of his colleagues in other phases of 
the business have been so trained. 

Few, if any, statements, schedules, or charts tell a 
complete story in themselves. The columns may foot 
and the statement may balance, but the message in- 
tended can only be conveyed when the reader can re- 
late the information included thereon to other data, 
and where the reader is aware of the source of infor- 
mation. A misinterpreted statement is much worse 
than no statement at all. 

Figures, statements and long, neat schedules seldom 
give the exact answer to a problem: they are only a 
means to an end. So we find ourselves needing an 
individual for the controller's position who is well 
trained technically, has an intimate knowledge of 
his business, has over-all good business judgment, 
and possesses the necessary salesmanship to sell his 
ideas. This individual has no trouble in being ac- 
cepted as a part of management; his advice is sought 
after, and he is asked to participate. 

The controller, more than many other executives, 
is exposed to all phases of this business, and he must 
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get to know as much as he can about all of them. 
This continual contact with other divisions gives 
the controller a distinct advantage, but it is neces- 
sary for him to capitalize on this advantage through 
sharing his knowledge and experience with other 
members of management. This must be done in a 
manner that will assist in the evaluation of the prob- 
lems facing the business, and in the development 
of policy that will contribute to the desired end of 
improving the company and its business. 

The balance of controllership in business manage- 
ment requires that the controller and his assistants 
supply information such as the following: (1) ac- 
curate facts as to the financial status of the business; 
(2) full information on profit and loss results, costs 
and expenses of operations, and related information 
covering past periods; (3) estimates of the effect on 
profits and the financial position of the company of 


plans proposed for the future having to do with 
sales, price changes, rates of operations, labor and 
salary policy, inventory policy, property additions, 
and so on; (4) effect of contemplated plans on 
taxes; (5) general financial information about com- 
petitors of companies in related industries. 

The controller and his staff can be very helpful 
in employe relations work when profit and loss and 
other financial information is to be presented either 
through written messages or at group meetings. He 
is best equipped to discuss such matters and answer 
questions. The recent appearance of pensions and 
social insurance has made it necessary in many com- 
panies for the controller to play an important part 
in the negotiation of labor contracts. Pension plans, 
in particular, require the participation of the con- 
troller because of their long-term nature, their cost 
effect and the financing or funding procedures. 


Improving Office Productivity 


THE IMPACT of economic mobilization on the of- 
fice will be analyzed at a two-day conference on im- 
proving office productivity, called for October goth- 
gist by the American Management Association. About 
800 office executives are expected to attend the meet- 
ings, which will be held in New York at the Hotel 
Statler. 

The opening session will be devoted to economic 
forecast and to consideration of the probable effect 
of the changing situation on the morale and attitude 
of the office worker. Speakers will be Sumner H. 
Slichter, Lamont Professor, Harvard University, and 
Robert Burns, department of psychology, University 
of Chicago. 

A a luncheon on October gist, Eldridge Haynes, 
president and publisher, Modern Industry, will speak 
on “Economic Mobilization Challenges Office Man- 
agement”. Protection of office records and methods 


Left: 


Right 


Lawrence A. Appley 
AMA President 


E. H. Conarroe 
Vice-President 
Office Management 
MA 


of recruiting workers in a tight labor market will 
also be discussed. 

A case story of supervisory training will be pre- 
sented by C. H. Skade, division head, S. H. Kress 
& Co., and Dr. Murray Lincoln Miller, department 
of psychology, Illinois State Normal University, will 
give an address on “Techniques of Reading Improve- 
ment”. 

The last afternoon will be devoted to an “Idea 
Exchange,” at which specific ideas for improving 
productivity through better planning and controls 
will be presented. Speakers will include J. H. Waley, 
U. S. Steel Export Corp. and Raymond B. Crean, 
Baldwin Locomotive Co. 

The program is under the direction of E. H. Con- 
arroe, associate manager, Policyholders Service Bu- 
reau, Metropolitan Life Insurance Co., who is AMA 
vice-president for the Office Management Division. 
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I. Two index 
drawers for 3” x 5” 
or 4” x 6” Cards 
(6400 capacity). 


2. Card drawers 
can also be used 
for cancelled 


checks. 


B. tTwe balt- 


bearing letter size 
drawers for letters 


and invoices. 


FREE CUTS OR PHOTOGRAPHS 
ARE AVAILABLE ON REQUEST 


COLE 


4. Steel safety 
vault for valuables 
(only YOU know 
the dial combina- 


tion). 


S. Three adjust- 
able storage com- 


plies under lock 
and key. 


| 
| 

partments for sup- 
| 


le 


Size: 37%” high, 30%” wide, 17/2” deep. Cole gray baked 
enamel finish. The above with plunger type lock which auto- 
matically locks all drawers. No. 478PL.....................06 $75.00 


The above cabinet with four letter size drawers, instead of two. (The additional 
drawers replace the lower storage compartment.) No. 474...............ccc000008 $72.50 


PRICES SLIGHTLY HIGHER IN TEXAS, COLORADO AND WEST OF ROCKIES. 
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SANITARY BASES 


for all size files 


$325 


FREIGHT BILLS 


CHECKS 


STURDY CONSTRUCTION — Prontos are built of 275- 
Ib. test corrugated fibre board and reinforced with 
steel on the shell and the four corners of the drowers, 


SAVE FLOOR SPACE — Constructed so that they inter- 
lock into solid units and stack as high as the ceiling, 
saving valuable floor space. 


LOCATE YOUR RECORDS EASILY — No more need of 
fussing and fuming. With Pronto files you can get at 
all records just as easily as in your regular active files. 


BEAUTIFUL APPEARANCE — Pronto files are beautiful 
in appearance, finished in an attractive olive green. 
The steel drawer front matches your regular active 
office files. 


Prices Slightly Higher in Texas, Colorado and West of Rockies. 


FOLLOW BLOCKS 


made for ony size file 


SIZES AND PRICES 


Inside Dimensions FIBRE BOARD STEEL 
DRAWER FRONT © DRAWER FRONT 
Suggested Uses 
: File PRICE | File PRICE 
Width Height Length} No. Single Carton || No. Single Carte 

> === 12 10%, .. 24 | E210 .. os - . $3.15 1210L . . $4.05 . . $3. 
Letter Size. 12 0, .. 15 | E2I0S . 3.18 .. 3.05 12008... 3... 3 
Legal or Cap 15 ee. 8 ime... SS... aan. Gee. 
Invoices = 10 8% ..24 | E109 .. 2.90.. 2.80 WO9L. . 3.60.. 3, 
*2 Rows 8x5 Forms 10% 8% ..24 | E108 .. 3.20.. 3.10 WL.. 20.. & 
*Invoices or 2 nantes 10% 8% .. 18 | E108M 3.15... 3.05 108M . 3.80... 3. 
Freight Bills . " Me 2) ee: ee hss Babee Oo 
ecks . a 10!/, 4% ..24 | E104 .. 280... 2.70 04L.. 360.. 3 
Drafts or Checks Me .. MM. E94 — ee’ 1941L e.. & 
Drafts or Checks 9 4%..18 | E94M.. 2.15.. 2.05 941M . 2.70.. 2 
5x8 Forms 8 5%. 60 .. 246.. 238 we... 20.. & 

Deposit Slips (2 matted 8 S%..18 | GS .. 2%... 2B 51S... 2.90.. 
*Deposit Slips 8 ~. 4% ..24 | E84 > eee 41L.. 2.75.. 2 
Tabulating Cards... 7 -- 3% ..24 | E73 - 2.20.. 2.10 . FS :. Se 
*3x5 Cards (3 Rows)... ley; -. 4/...24 | E64 - 329 .. 3.85 1645L.. 5.10... 5. 
*4x6 Cards 2 Rows). 12% ‘ - 24 | E244 .. 2.90.. 2.00 1245L.. 3.60.. 3 
*3x5 Cards (2 Rows). W% .. 3h a ite .. ae... ON... 398.. 
Vouchers (Upright) .. 5e ..10%.. 6592 .. 3.05... 2.95 i$92L.. 3.85.. 3: 
tledger Sheets a wee Sl 3.70... 3.60 912L 445... 4 
tledger Sheets 124% ..12%..18 | EI2 .. 470... 4.60 1212M 610.. 6 


*These numbers have removable divider partitions. 


tPacked 6 to a carton—all others 12 to a ca 
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Tools of the Office 


A continuing series 


VISIBLE INDEX 


Art Metal Construction Co., Jamestown, N. Y. 

@ Report no significant recent changes in Postindex, the 
Art Metal line of visible index equipment. They report, 
however, that Postindex Model 5 Flatbooks for housing 
record controls are well suited for use where record port- 
ability (Inventory Control, for instance) is important and 
work must be accessible to more than one person. Each 
unit is compact, fully protected, conveniently and easily 
portable. Record capacities range from 150 to 300 with 
a wide selection of varying sizes and multiples. Cabinets 
for housing the Flatbooks are available in single or double 
door ... the latter permitting access from either side for 
the convenience of two or more operators. 


Boorum & Pease Co., 84 Hudson Ave., Brooklyn, N. Y. 

@ Report no significant changes in the Standard B & P. 
The multiple unit system illustrated keeps up to 6,000 rec- 
ords or more. No-Tear metal reinforcements eliminate dan- 
ger of tearing or loss. Equalizer index provides flat posting 
surface. 


Business Efficiency Aids, 6917 Lincoln Ave., Skokie, III. 

@ The Magna-Dex Record Desk is a combination desk and 
record file. The cards are filed in trays facing the operator. 
All drawers operate on a ball bearing cradle type progres- 
sive suspension. The posting section has grey linoleum top 
and box drawer. Can be furnished in batteries with posting 
areas linking successive drawer pedestals, or with posting 
area projecting from single pedestal and resting on two 
legs. Drawers accommodate three 8 x 5 card trays or four 
6 x 4 card trays. Other types of visible equipment. 


Diebold, Inc., Canton, Ohio 

@ To meet the demand for automatic operation of rotary 
type visible index equipment, Diebold’s Cardineer Models 
72-77 and 72-68 are motorized for fast, easy control. Push 
button control is instant—2-way hand switch quickly 
changes direction of rotation, presents record for posting, 
reference, removal or replacement. Unit is mobile, occupies 
little floor space. Whether motorized or manually oper- 
ated by side wheel, the single segment Cardineer has a 
capacity of 6,000 records up to 8” x 5” on seven removable 
segments. Double segment Cardineer has a capacity of 
12,000 records up to 4” x 5” on seven removable segments. 
Locked cover prevents unauthorized reference. Diebold 
makes other types of visible record equipment—as Cardi- 
neer No. 72-71, a horizontal desk model, capacity 2,700 
records; and No. 72-05, small rotary type, with a capacity 
of 1,560 records. 


Globe-Wernicke Co., Cincinnati, Ohio 
@ No change in this company’s: policy in regard to the 
product during the past year, nor has there been any sig- 
nificant product change. 

“The trend for more efficiency in the keeping of card 
records is being reflected in the sale of our Visible Record 
Equipment,” Globe-Wernicke says. “Business has found 
that visible records not only speed up the keeping of vital 
records, but they also make possible the finding and spot- 
ting of important facts at a glance. We feel that this need 
for having vital facts quickly available is resulting in in- 
creased demand for visible record equipment.” Significant 
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This month: Visible index units, desk 
lamps and lighting fixtures. 


improvement in G/W’s line is the Visibie Record Arm 
Slide. The special visible tray fits in the place of the desk 
arm slide. Ideal for the business man who must have infor- 
mation immediately available at his desk. Credit men, per- 
sonnel men, sales managers and other executives, find it 
important to their work. Aluminum card holders are the 
same as used in other G/W Visible Record Equipment. 
Cards are snapped into these holders, can be slipped out 
with ease. The tray holds fifty 5 x 8 cards. Price of 
Globe-Wernicke’s Visible Record Arm Slide ranges from 
$7.50 to $12.25, when installed at factory, depending on 
shipping zone and whether it is ordered in grey, green, wal- 
nut or mahogany. For installation in the field, add approxi- 
mately $4.50. 


Herring-Hall-Marvin Safe Co., 1550 Grand Bivd., 
Hamilton, Ohio 
@ Report that two types of rotary record files are avail- 
able—the large electrically-operated floor models, and the 
smaller hand-operated desk models. Model 1058 FM, the 
electric unit, is for 5’ x 8” cards, and has a posting shelf. 
No. 1035, the hand model takes 3” x 5” cards. These units 
handle tabulating and ordinary card records, held-in-file 
naturally without punching, or the use of hinges and clips. 
“Work-Comfort is said to assure better posting and 
reference production without eye strain,” maker says. “You 
sit comfortably—touch the switch—and let the electric 
motor present each record in natural working position. You 
can choose your own working arrangement for placing 
from 1,500 to 75,000 records within easy reach of each 
operator.” 


Remington Rand, Inc., 315 Fourth Ave.,. New York 

@ During the past year, there has been no basic change in 
their line of visible indexing products, nor in the company 
policy relating to them. In the opinion of Remington Rand 
there is an increasing trend toward the mechanization of 
all possible office routines and records. New Robot Kardex 
was introduced in response to that trend. This is an electri- 
fied Kardex cabinet with a capacity of 4000 8” x 5” pockets 
and, by the touch of a button, it will place any one of 60 
slides in perfect writing position at desk height, with no 
physical effort on the part of the clerk. Eastern price, $1875, 
including one year of service. In addition to the Robot 
Kardex, Remington Rand Inc. makes a complete line of 
Kardex visible cabinets which will house cards ranging in 
size from 5” x 134” to 11” x 9”, with various exposures and 
capacities. 


Revo-File Sales Co., 11 Park Pl., New York 

@ Major improvement of Revo-File for 1950 is the intro- 
duction of new C Model, which features cover built into the 
cabinet instead of an accessory as heretofore. Also report 
extensive field trials of a new electric “push button selec- 
tion” Revo-File. The electric file reduces card finding to 
a minimum since the section containing the desired card is 
delivered to the operator in a maximum of four seconds 
and an average of two seconds, without any physical effort 
on the part of the operator. 


“We see in the field a continuing demand for methods 
and equipment designed to accomplish tasks faster and 
more efficiently,” Revo-File says, reporting that prices re- 
main the same for the time being, in spite of the more 
costly production of Model C. Prices are: Model C35 and 
C46 $250. Model C58 and C58S (Tab card model) $275 
each, f.o.b. Freeport, N. Y. 
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Left to right, from top: 


An Art Metal 
Postindex unit 


Globe-Wernicke’s 
Visible Arm Slide 
Visirecord’s 
Magnivider 
Victor Safe’s 
Book Unit 


Wilson Jones’ 
Visible Binder 


Stationers Loose Leaf 
Faultless 


Herring-Hall-Marvin’s 
No. 1058FM 


Diebold’s Cardineer 
Revo-File’s Model C 


Remington Rand’s 
Robot Kardex 


Boorum & Pease 
Multiple Unit 


C. E. Sheppard’s 
Flat-Rite 


Wheeldex 
Motorized Unit 


Business Efficiency 
Aids’ 
Magna-Dex 
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: = VICTOR CAN HELP You ert 
VISIBLE REFERENCE EQUIPMENT © 


QUICK ACCURATE REFERENCE — 
to “— tel of - 


ROTARY ‘s 9 peak is the list, that its pate has coment it to - neglected - 


FRAME HOLDER Mn to the Point where its maintenance has eterdiea a pes problem. Victor, 


handle all types of lists. 


“ai An outstanding feature of Victor Reference equipment is the protection of 
the listings. The information is typed on sheets of paper inserts, after r 
. ‘_ which the inserts are easily separated and inserted in clear celluloid tubes, — 


_ where they are permanently protected from soil and handling. In addition 
to this feature, special information or out-of-line conditions can be b - 
lighted .with colored signals and spotted at a glance. i ; 
Holding devices for these references include single-face tube ond card _ 
panels for desk-drawer reference or to hang on the wall; and double-face 
SWITCHBOARD . tube or card frames, which can be held either in Desk Stands or in Rotaries — 
BRACKET ES that revolve at a touch, ideal when it is necesscry for several people to 
o refer to the same record. The Victor Switchboard bracket will place tele- 
phone lists at the operator's finger tips for instant reference. All these 
holding devices will accomodate frames 12” or 20” high for 4”, 5”, 
_ 7” wide listings in capacities from 50 to 22,000 references. 
_ Add-a-line strips are Victor's latest ver to the listing oa pler 
handy strips can be chained together in any combinatign 
; line listings, and can be housed in ope ansible 


ADD-A-LINE — “for a gaene’ a TO 
SUPPLIES | 7 | 


THE VICTOR SAFE & EQUIPMENT CO., INC. 
VICTORS m- 'TONR WEAN OAT, j.¥W3”¥ YS. 


October, 1950 OFFICE MANAGEMENT AND EQUIPMENT 


“a as = 4 La en of eX = ae coe ae -; 2 eRe e - 
2 ual 4 oy ee aa “ — 3 ee Ce eg ag Ne oi es ee cee ee 
ae 2 dite ~ ie a 3 ‘by alae “a _ a es 3 ats 2 aa ee 7 eis % jae ‘ o) ae 4 aie ae ar ete — ‘ ae 
-) a aa it 3 - aay ia: : F b 
i a— a i | os 
E53 4 
4 
i 
j ie 
ity 
% 
rk — wy — aa Say 
as ° ou 
— a 
Bee ts Fe 
ee tat i i 
a i A ‘i 
+e : a 
aes ‘“ j ¥ 
ie te == , a 
cn 7 E i he 
= a i ee i 
he ie = a > 
ta=ac= = : ne ne 
ie Pe 23 — : a 
\ gees = a : 
owe SS = J ipa 
is: Si i 4 g: ? a . a 
a = ¥ - a : f Pi a . 
: SS “Ee 2 = ; ti : ie os. ee : 
- P| q e 
; o . 
(ey ; ‘ he 
i 
“ ae 
i Hf) ~~ 
Ay Ms 
° | i} es. 
4 4 1 i Vm 3 aa aa 
aes j = - 2 : Fu é ae , a, 
Ae idl ‘ aid “al ee es eae 
i | i A ig a i 2 ' ; 
itz — >. 
ie | = - ’ fe . ; 
ze * q ; i _—_ n ‘ies ict: ‘ 
ted d  . alien. : . 
| 
af 
"8 
| 
-— 
~ 
: J . ee ae Pais Ba 3s 4 aoe 8 
YOUR TING PROBL ae i 
eS ae. ae md a 
Cy as ‘ i — ; 
” > ‘ a P 5 . a 
az v8 
— _ : ee ee a, re 
‘ ay is iis ; : ro ele aA ae eo “he a +5 za i ae a 
ae: “ie ae > 3S) ee a eS. —_— oo 
. ) eS 5 Ji ; be aoe | ae ra . ce ee ~ tees ae Gerrard, : Se 
Ms nog . e a 1 “ Db a Hue 4 : a fg Late 3 Eo a * . 
‘7 SS Dot Sas , + .— i) a a <a - =. BD tiled as) see eee ei 


VISIBLE INDEX 
Tools of the Office 


C. E. Sheppard Co., 44-01 21st St., Long Island City, N. Y. 

@ This company’s newest Visible Index unit, called the 
Flat-Rite Visible Binder, is designed to give a flatter writ- 
ing surface, 20% closer to desk top. Contributing to this is 
the lowered construction of the side walls and slightly 
thinner diameter of the prongs. Trongs overlap so that 
sheets may be freely turned back and forth. Sheet inser- 
tion and removal made easy through automatic shift device. 
Unit is available in attractive bindings both in plastic 
coated imitation leather and in walnut grained bakelite. 
Each moving part is mechanically precise, made of pre- 
nickeled steel for jam-free operation. Desk top protection 
is afforded by rounded corners that are rubber cushioned. 


Stationers Loose Leaf Co., 524 N. B'way., Milwaukee, Wis. 
@ Make visible record ring style binders. “The only ring 
style visible record binder in large capacity with an Auto- 
matic Shift,” says this company of their product, called 
Faultless, Type A. The use of rings claimed to save wear 
and tear on holes of the sheets such as is common in the 
use of prong style binders. Automatic Shift is operated with 
both covers lying flat on the table allowing flat writing sur- 
face even while open. While closing the covers, the sheet 
lifter, a part of the metal, carefully lifts the sheets over the 
arch of the rings avoiding friction and insuring longer life 
of the sheets. Ease of operation, portability, capacity and 
sturdy construction. Suitable for installations of stock 
record, payroll, ledger, inventory, etc. Over one hundred 
stock forms available to be used in the different sizes of 
this binder. 


Victor Safe & Equipment Co., No. Tonawanda, N. Y. 

@ All “open line” equipment is available through most sta- 
tioners and office equipment dealers. Victor steel sectional 
equipment can be added to section by section as required, 
each section locking rigidly into the section beneath it. 
It can be supplied to hold standard cards in 5 x 3, 6 x 4 
and 8 x 5 sizes and, in many cases, a user’s present cards 
can be transferred with little difficulty. Standard colors are 
grey and green, also available in grained walnut and ma- 
hogany. Also visible book units, another visible record item, 
useful because of their low cost and portability. Book units 
are made in two sizes, each to hold 5 x 3,6 x 4 and 8x 5 
and 8 x 6 cards. Also Recordex Folders which are made of 
grey pressboard in two styles—both letter size, equipped 
with 20 pockets to hold 8 x 5 cards. No. W1820M has 20 
removable pockets, and a metal guide tab while No. R20 
holds the same number of fixed pockets and has a press- 
board tab. Good for keeping payroll, personnel or leave 
records. 


Visirecord, Inc., Long Island City 1, New York 

@ Make visible vertical files and equipment. During the past 
year they have completely re-designed file’s main indey 
panel (divider). New divider body is of sturdy, light alumi- 
num fitted with red plastic end rails that act as spacers in 
the file. End rails are supplied in proper thicknesses to ac- 
commodate cards to be filed. Most significant improvement 
is in the method of indexing the dividers within the file. 
The new Magnivider is constructed with a curved sheet of 
clear plastic across the top for complete over-all visibility 
within the file. Index inserts snap into a channel designed 
into the back of this curved plastic strip and eliminate the 
need for separate index tabs. The curved surface of the 
plastic also provides for slanted, normal vision indexing 
throughout the file. Visirecord line ranges from small port- 
able units and movable machine and hand-posting units to 
single desk, double desk and counter height units for the 
housing of records. Can house any record from 5” to 12” 
in height and of any width up to 25”. Especially adaptable 
to folded card records, statement and ledger records, large 
machine-posted records, carbon interleaved forms and mul- 
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tiple card set records. All Visirecord equipment is made of 
sheet steel, completely welded construction. Standard finish 
is neutro-tone grey. 


Wheeldex Mfg. Co., 40 Bank St., White Plains, N. Y. ; 
@ Report the introduction of motorized Wheeldex equip- 
ment designed to bring the desired card to the operator's 
view in an average time of two to three seconds, as their 
most recent development. New combination posting desk 
containing a standard Wheeldex motorized unit in the left 
pedestal mounted so that entries may be made directly to 
the card without removing it from the wheel. The unit is 
priced at approximately $600. Have over 30 different models 
including 11 desk-top or portable sizes, ranging in price 
from $17.50 to $96 complete, and more than 20 of the cabi- 
net or desk type units in a wide variety of card sizes and 
capacities. 

Wilson Jones Co., 3300 Franklin Bvid., Chicago 

@ Make the Shif-Dex Visible Binder, a prong type unit. 
Has built-in automatic shift which opens space at any de- 
sired place for insertion of sheet, or closes space when sheet 
is removed. Also has a shift-lock, a positive device prevent- 
ing the automatic shift from operating when not required. 
Feature of the Shif-Dex is that it opens perfectly flat. Metal 
hinged covers of heavy binders board bound in grain imita- 
tion leather. Steel rims on covers for long service. For 
sheet sizes 12%” x 8%” to 18%” x 18”. Prices from $31.05 
to $41.40. 

Also have visible record binders without the automatic 
shift, for small unit applications, ranging in price from $6.40 
to $10.30. Also pocket sizes 744” x 4%", %” capacity at 
$3.45 and 1” capacity at $3.60. 


DESK LAMPS 
Tools of the Oftice 


Art Specialty Co., 3425 W. Lake St., Chicago 

@ Report that they are constantly developing and improv- 
ing their line of desk lamps in their complete manufacturing 
plant. Also express feeling that local or desk lamp illu- 
mination in the office will come more and more into use; 
that “today’s modern lighting job is over-done—too hard 
on the eyes. 

“Let’s create soft lighting in the office for general illumi- 
nation, and offer higher intensity where it’s needed on the 
desk, over business machines, files, etc.” Their Litemaster 
Executor No. 60 takes two 15 watt fluorescent lamps. Tele- 
chron clock set in column. Statuary bronze, grey finishes. 
Also make flexible arm lamps. 


Acme Lite Products Co., 350 E. 182nd St., Bronx, New York 
@ Acme reports that they have completely re-designed 
their swinging arm lamps. They now work on friction and 
spring action. Lamps are now being finished in grey at 
the request of a majority of their dealers. Desk lamp model 
D-L has a heavily weighted base, eliminating necessity of 
fastening down. Has pen and pencil grooves, felted bottom. 
General model G, has clamp feature for wider use. Both 
models come in one and two fluorescent lamp style, in 
brown or grey. Model G from $14 to $19; D-L from $19 to 
$26. 


Colonial-Premier Co., 466 W. Superior St., Chicago 

@ ETMP 402 Certified incandescent desk lamp. Important 
change is addition of rack which holds reading matter at 
correct angle so that eyes are able to read at their maximum 
efficiency. Reading angle accomplishes the following: 

a. Reduces foreshortening—normal results from placing 
printed page on desk and viewing it from normal sitting 
position. 

b. Bright glare is reduced because of the angle of the 
work holder. 

Gives 20 foot candles of light on the work surface. Parch- 
ment shade is translucent, which gives general illumina- 
tion in addition to light which is deflected downward by the 
shade—reduces contrast of light and shadow. 
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Left to right, from the top: 
Industrial Lamp’s Director 
Dazor Floating Lamp 

Acme Lite Products’ Model G 


Art Specialty Co.’s Litemaster 


Mayfair’s Jet 50 

Laurel Lamp Co.’s Sight-Saver 
Midwest Naturlite desk model 
Marks Mfg. Co. Flex-Arm lamp 

A Swivelier unit 

Faries Guardsman 
Colonial-Premier ETM-402 

Van Dyke Industries’ Lite-O-Day 
General Lamp Mfg. Co.’s Deluxe 
Copy Right Mfg. Co.’s typewriter unit 
Hereo Art Mfg Co.’s Model 600 


The “Tools of the Office” articles highlight available types of office machines and equip- 
ment each month. For full particulars concerning any manufacturer’s product, or his 
complete line of products, write to the Service Department of this magazine, or to the com- 
pany in question. Next month’s feature will cover file cabinets and transfer files. 
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DESK LAMPS 
Tools of the Olfice 


Also, a circular fluorescent desk lamp, ATDCL 132, which 
has all metal top shade and can be tilted in any direction. 
Circular fluorescent tube, which can only be used with 
AC current, uses 32 watts but gives lighting output equiva- 
lent to incandescent bulb consuming 2% times that wattage. 


Copy Right Mfg. Corp., 53 Park Pl., New York 

@ Fluorescent lamp for attaching directly litie-by-line copy- 
holders used by stenographers and typists. Important 
changes during past year were addition of 2-button, black 
and red, on-and-off switch, mechanically more practical 
than one-button formerly used. Also now has plug-through 
type transformer in place of plug-in type originally fur- 
nished with this fixture. “Copyholder users in increasing 
numbers are recognizing the convenience and practical 
value of this lamp as compared with ordinary desk lamps,” 
maker says. Lamp attaches directly to copyholders. It 
spreads shadowless illumination where most needed—over 
* typewriter, copy-work and both sides of desk. Finished in 
grey, price $16.50. Takes one 15-watt tube. 


Dazor Mfg. Corp., 4485 Duncan Ave., St. Louis, Mo. 

@ Make the Floating Lamps (fluorescent). Model UL- 
2324-16, a two-tube, 15-W, low power factor unit, for use 
on 110V-60C current, has the flexible arm design for mov- 
ing light any place on the working surface. Light remains 
wherever it is placed without necessity of locking. Price 
$24.75, slightly higher in the West. The same lamp is also 
available in a clamp-on form. Tie bracket may be quickly 
attached to round or square leg of any business machine. 
Identified as Model UL-2624-16. Same price. Other Dazor 
models. 


General Lamp Mfg. Corp., Elwood, Ind. 

@ Have introduced several new lamps this season, adding 
to their line two new two-tube lamps. De luxe model (see 
cut) retails at $14.95 in high-baked finishes—grey or bronze; 
and at $19.95 in statuary plated finish. Other two-tube lamp 
in their line has a straight, upright column and retails at 
$12.95. 

Arms of de luxe model are made of solid brass tubing and 
are brushed to a rich dull finish. Being wired for two-tube 
this lamp gives almost 100% more light than the ordinary 
one-tube lamp. Shade is adjustable so that the pitch of light 
can be controlled. 

“There is a strong demand for better made and better 
quality desk lamps, lamps which do a better job lighting- 
wise and are finished so that they will not tarnish or cor- 
rode,” maker says. “This has been one of the big draw- 
backs to plated finishes in the past but the new high-baked 
finishes being emphasized by General get away from this 
difficulty. Design has become increasingly important and 
this trend has been hastened by new and improved design 
in desk and office furniture.” 


Herco Art Mfg. Co., 53 Parker St., Wallingford, Conn. 

@ Offers fluorescent desk model lamp model 600, which has 
adjustable height of from 8” to 14”. This is a two-lamp 
model available in bronze or brass, with red and green trim, 
or in satin pewter with grey or green trim, priced at about 
$22. Model 309 is a fixed position incandescent desk lamp, 
18” high, with a 13” diameter metal shade. Available in 
polished brass with red, green, or ivory trim. For 50, 100, 
or 150 watts. Price about $15. 


Faries Mfg. Co., Decatur, Ill. 

@ “Fluorescent lighted offices are here to stay, but the best 
in lighting requires the use of portable desk lamps to get 
light where you need it, and to eliminate the cost of light- 
ing waste areas,’ Faries says. This comoany, makers of 
a wide line of desk and floor lamps, describes their Guards- 
man, No. 60300. This is a double swing arm, base type 
lamp, with an arm extension of 15”. Shade 13” diameter. 
For 100 watt incandescent lamp. Height overall 18”; base 
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8” diameter. Finished in electroplated statuary bronze with 
brass trim. 


Industrial Lamp Corp., Elkhart, Ind. . 

@ Reported the introduction, recently, of their new Director 
fluorescent desk lamp. Height 10”; width 20”. Uses stand- 
ard 15-watt tube. Operates on 110/120 volt, 60 cycle power. 
Novel feature of the Director is swinging shade which may 
be moved in a full 180-degree arc about its pedestal. Can 
be furnished with Telechron clock (price $16.95), or with- 
out clock for $12.95. Marketed through office equipment 
dealers. 


Laurel Lamp Mfg. Co., 212 Fifth Ave., New York 

@ Report no significant changes in product, but say they 
are aware of increasing demand for better lighting than 
heretofore. Laurel makes the Sight-Saver D-125, a 17” 
high incandescent desk lamp in English bronze or Colonial 
brass. Shades are Dubonnet or green metal. Retails at 
about $10.50. 


Marks Mfg. Co., 700 No. Carpenter St., Chicago 

@ Completely new Marks Flex-Arm Lamp, No. 909, is 
a flex-arm lamp with streamline shade that rotates freely 
and smoothly through a complete 360° circle. Because of 
unique construction features, shade cannot loosen regard- 
less of number of times its position is changed. New fea- 
tures: Most lamps have threads to fasten the shade to the 
socket. In Marks No. 909 the shade is permanently fastened 
to the shell. Shell and socket cap are securely fastened. 
The shade, modernly streamlined, is lined in aluminum for 
highest efficiency in light reflection and illumination. As 
in all Marks flex-arm lamps, the 12-inch long arm has sag- 
less flexibility. Holds angle of its directed position. Turn- 
knob, socket, cord and attachment cap are all Underwriter 
Laboratory approved. Heavy cast iron base, appropriately 
grooved for desk miscellaney, is felt padded to eliminate 
desk scratches. Over-all height of No. 909 is 22 inches. 


Mayfair Co., 315 N. Desplaines St., Chicago 

@ Are in production on a new number in desk lamps. Jet 
50 is designed to throw forward the maximum of fluorescent 
light. Appears to be sculptured from one piece. Price $6.95. 
“People are more light conscious today than ever before,” 
Mayfair says. “The proper light adds efficiency and com- 
fort in one’s work. This must be the answer to the increas- 
ing number of lamps sold each year.” Other models, with 
prices: No. 6400M, $12; No. 17, $10; No. 71C, $14, and No. 
2C134, $25. 


Midwest Naturlite Co., 228 W. Kinzie St., Chicago 

@ No important changes either. in product or policy for 
their manufacture and sale of desk and floor lamps are re- 
ported. “In our field, we have noticed that industry and 
business, and dealers who service the above, are much more 
exacting as to quality standards and values—particularly 
lighting values—than ever before,” maker advises. Newest 
model is still the 2000 Series Floor Lamp with its many 
adjustable features, and the demand for this model is 
steadily increasing, due to its wide application, company re- 
ports. This model available in 1-tube and 2-tube models 
listing at $22.50 and $26.25 respectively. Other Midco 
models are desk lamps, clamp-on lamps and adjustable- 
arm floor lamps with price range from $18.25 to $39.25. 


Swivelier Co., 30 Irving Place, New York 

@ Make lamps described as Torpedo units with swivel 
feature which permits focusing in broad range of direction. 
Made of heavy gauge aluminum, brush satin finish. Curved 
arm of the lamp rigidly attached to canopy prevents sagging 
or dropping. Suitable for wall, counter, desk or ceiling 
attachment. Swivelier comes in 12” and 24” arm lengths. 
besides availability as ceiling fixtures. 


Van Dyke Industries, 2559 W. 21st St., Chicago 

@ Lite-O-Day clock lamp has hand-rubbed solid walnut 
base with solid bronze pen rest. Additional features are 
self-starting electric clock, the Parasil shade with white 
liquid plastic reflector and instantaneous manual type switch 
and ballast. Finished in Old English. Model No. 975 has 
single 18-inch tube; Model No. 976 has two 18-inch tubes. 
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LIGHTING FIXTURES 
Tools of the Office 


FOR ADDING, CALCULATING 
Tools of the Office 


Electron Corp., 5100 So. Santa Fe, Littleton, Col. 

@ Report no significant changes in product. ° ‘In our esti- 
mation, the significant trend in lighting is teward higher in- 
tensity, better shielding of lamps, and from the starter type 
fluorescent lamp to slim line or instant start lamps,” Elec- 
tron says. 

Model SL-296-425 is a T-12-SL lamp fixture featuring a 
bonderized metal baked enamel finish offering: Ease of 
installation—construction is such that the reflector is easily 
removed by detaching two wing nuts from the underside 
for mounting and access to the ballast; ease of maintenance 
—principally due to the double hinged 4-foot section louvre; 
high efficiency and rigid construction; ease of relamping; no 
starters. 


Edwin F. Guth Co., 2615 Washington Bivd., St. Louis, Mo. 
@ Report new Guthlite. Important feature is the easy man- 
ner in which the lamps may be changed. Inner half of fix- 
ture swings down on hinge so that lamps and starters can 
be replaced from floor level. For the reguiar cleaning of 
Guthlite fixtures: Spare Assemblies which fit into the fix- 
tures are washed and cleaned beforehand, then an entire 
row or section of lighting fixtures are taken down, and 
clean assemblies are put in their place. When the assem- 
blies have been removed and cleaned, they in turn replace 
other dirty assemblies. These spare assemblies also offer 
a maintenance economy. 


Mitchell Mfg. Co., 2525 eee: Ave., Chicago 

@ They advise that the Module system of lighting repre- 
sents the greatest change in their lighting business in the 
past year. Mitchell also reports that they sense growing 
appreciation of the effect of adequate, glareless lighting on 
office performance. Office managers are making good use 
of scientific lighting information, they say. Mitchell’s com- 
plete line of Fluorescent Luminaires is composed of 2-light 
and 4-light units in glass-shielded, louvered, and open mod- 
els. Instant start, and recently patented “One Man Quick- 
Mount” feature. 


Sylvania Electric Products, Inc., 500 Fifth Ave., New York 
@ This company feels that there is a trend towards simpli- 
fied lighting fixtures which permit unbroken lines of light 
for offices. Such fixtures give uniformity of lighting and 
permit easy maintenance. Conforming to such a trend is 
Sylvania’s new Trimline series of thirteen matching, com- 
mercial-type louvered fluorescent lighting fixtures. In 
standard-start four-lamp version with 25 degree lengthwise 
shielding, and eight foot two-lamp instant start version 
with 45 degree lengthwise shielding, the Trimline fixtures 
can be joined together so as to give a continuous louvering 
effect with no joining bands at the junction of the separate 
units. Can be mounted directly on ceiling or suspended 
trom it. 

Also report new Trimspot (incandescent) series, designed 
to match and add flexibility to the fluorescent line. Prices 
range from $28.87 to $115.45 on the Trimline series, and 
from $15.50 to $29.05 on various Trimspots. 


F. W. Wakefield Brass Co., Vermilion, Ohio 

@ Offer the Star series of fluorescent lamps. These are sus- 
pended units capable of being installed continuously. Each 
luminaire contains four 4500 degree white slimline fluores- 
cent lamps 72” long. 
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Two Machines Not Covered in the September 
Article 


Monroe Calculating Machine Co., Orange, N. J 

@ Describe their Adding-Listing machine Model 410-11-011. 
Monroe has designed the keyboard so that everything 
comes within easy reach of the hand span. Newly designed 
and “cushion-topped” keys contribute to efficient operation. 
Keys are large with big numerals colored in soft tones. 
Keys are in stepped up arrangement. All controls located 
on right of machine, close to the keyboard for fast opera- 
tion. Plus bar extra long for convenience. Credit balances 
on this machine are automatic. Stationary carriage, be- 
sides holding both of the two standard widths of tape, is 
a new front insertion type that takes odd-size forms up to 
434” wide. Handy for miscellaneous listing on narrow 
forms without removing paper roll. 


Remington Rand’s 
Printing Calculator 


Monroe’s Adding- 
Listing Machine 


Remington Rand, Inc., 315 Fourth Ave., New York 

@ Offer the printing Calculator which multiplies and divides 
automatically, adds, subtracts and lists, and prints all fac- 
tors and answer on the tape. Designed with a high speed 
motor for faster calculation, it also has a compact 10-key 
keyboard, automatic completion and clearance, steel spring 
cushioning, and smooth grey tone finish. Has a capacity to 
a trillion. 


Right, and around 
clockwise: 


F. W. Wakefield’s 
Star Series 

Electron Corp’s 
unit 

Sylvania’s Trim- 
line unit 


A Mitchell 


Luminaire 
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Building 
Group Spirit 


(From page 45) 


dent body are a potent reason for this group spirit. 
Once a week, or more often, they all get together 
for an assembly or chapel meeting. Then there are 
athletic rallies, where they convert themselves into a 
miniature mob, working up enthusiasm as they crowd 
into the bleachers to whoop it up for their team. 
When they have finished their course of study, they 
are gathered together in a crowd again, this time as 
honored guests, the fresh graduates of Siwash. For 
four years they have been belly-aching about food, 
rules, work, and teachers; but now their eyes are misty 
as they have to leave it behind—some secretly vow 
they will donate a new building to Siwash as soon 
as they make a million. (If workers could only be 
sent off with the same burst of spirit for the company 
when they leave their jobs!) 

Big city colleges, that have many night- and part- 
time students, are notorious for their lack of school 
spirit. Many of these “brain factories,” as the spirited 
colleges refer to them, can seldom have meetings of 
the entire student body. Diplomas may be even de- 
livered by mail, not in a group assembly. School and 
alumni spirit is naturally undeveloped in many cases 
—and alumni money-raising is a difficult task. 

Some firms have learned the power of group meet- 
ings for building group spirit. The bigger the group, 
and the more they are jammed together, the better. 
An auditorium is not necessary. One Missouri com- 
pany corrals its total force of some 450 together for 
the last working hour about once a month. They 
crowd into a corner of the warehouse, on temporary 
benches, to listen to some celebrity who happens to 
be in the neighborhood. The talks are not about 
work or company business; sometimes they have a 
magician or hill-billy entertainers. The idea is to 
crowd everybody together for an hour's good time 
together. As a worker sees the other 449 jammed 
around him, clique A or clique B fades into the back- 
ground and he feels he is part of the larger group. 

Many firms have an annual employees’ varicty 
show, or a Christmas party. A small merchant takes 
his employees and their families on a picnic in the 
fall when autumn colorings are at their height. A 
small-town banker takes his entire outfit to the city 
to see the Ice Follies; then they eat at a ritzy club as 
a group. These asembled groups build group spirit 
rapidly, but once a year is not enough. Four times a 
year is the minimum to prevent group spirit from 
from wearing off. 


2. LET THEM PARTICIPATE WHEN THEY GET TOGETHER 


The CED Corp. just gathered them together, to 
look at one another and eat together at the first 
meeting. At the next general meeting, honoring ten 
long-service workers, they had some mimeographed 
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song sheets, company parodies of popular songs. 
Group singing—like seemingly senseless school yells— 
helps build spirit as people take part in the same 
group activity. 

The group activity may be nothing more than show- 
ing hands in answer to a question, or laughing to- 
gether at a joke, yet it does give group spirit a definite 
lift. Applause, or a seventh-inning stretch, gives all 
a chance to take part in a small way. A lifeless group 
meeting is better than none, but it is wiser to have 
activity in which all can take some part. Encourage 
them to take part right from the opening bell. One 


wizard at conducting group meetings does this by ; 


asking everyone present to shout “Hello” to him. 
Seems silly, but it works wonders. 

Too often meetings are called to preach to people. 
That puts a cake of ice on group spirit. Letting them 
take part, by singing, shouting, raising hands, or put- 
ting on group stunts thaws them out. Then it is their 
meeting, their group. The individual feels more a 
part of the group when he moves or acts with the rest 
of the assembled group. 


3. GIVE THEM SOME GROUP HEROES 


Schools do. It may be a football star of years ago, 
or a scientist who made a discovery in the school, or 
a graduate who became a big shot, or the school’s 
founders. Groups gravitate around heroes. Cliques 
form around small-scale heroes. The company should 
supply heroes who represent the entire organization. 
heroes who will add to the spirit for the entire group. 
Clique spirit can be replaced by company spirit if a 
better hero than the clique-leader is provided. You 
can’t replace somebody with nobody. 

Steinmetz, the electrical wizard, was a failure as 
a face-to-face leader. Yet he was worth his weight 
in gold to General Electric Company as a company- 
spirit-inspiring hero. While Steinmetz was living, 


many employees said they worked for Steinmetz’ | 


company, not for General Electric. 

The Armco Corp. has erected a statue of George 
Verity, its founder, where the employees see it and 
are reminded of the struggles and ideals behind their 
company. Most firms have pictures or oil paintings 
of the founders, but these are displayed in the front 


offices where they do little to give the general em- | 


ployees’ company spirit. 

One time I was given an office, big as a barn, in 
which a half-dozen oil paintings of interesting oid 
characters hung. I could not find anyone who knew 
who they were, until I visited some retired old-timers. 
The paintings were of the organization’s founders, 
including the one who would not wear a collar or 
necktie— he sort of appealed to me. These old paint- 
ings were finally labeled with bronze plates, and dis- 
played where they could help build spirit for the 
organization. 

The sudden appearance of a few oil paintings com- 
plete with bronze plates will not produce an instant 
spurt in company spirit. Some group gathering, com- 
pany-wide, should accompany the unveiling. Inspir- 
ing stories about these old leaders make their leader- 


(To page 70) 
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Webster Company, 9 


Immediate delivery- 


HIRE WEBSTER FOR EXTRA VALUE IN EVERY PRODUCT 


1. Webster’s Pencil Carbon gives at least 100 impressions 
from a single sheet. 


2, Webster’s Micrometric Carbon Paper with its exclusive 
numbered edge eliminates retyping for spacing errors. 
Gives clean, sharp impressions even after continuous hard 


usage. 


3. Webster's complete line of Spirit duplicating 
supplies, including Shur-clean Spirosets, spirit 
carbon papers in all popular colors, fluid and 
master papers turn out clean, brilliant copies. 
And Webster’s hektograph skin cleaner easily 
removes ink stains and dirt, leaving hands soft 
and smooth. 


Next time you need long lasting duplicating sup- 
plies of dependable quality, order Webster's. Con- 
sult your nearest dealer or write to F. S. Webster, 
9 Amherst St., Cambridge, Mass. 


F. S. WEBSTER COMPANY 


9 Amherst Street, Cambridge, Mass. 
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national business 


...to introduce commercial COLOR 
TV to the general public by demon- 
strating Vericolor, color TV equip- 
ment for industrial use. 


ee .-. to inaugurate “INTEGRATED 
r\ 


A 


DESIGN.” 


. ++ to produce a non-profit NATIONAL 
BUSINESS SHOW. 


-+-to turn back income to education 
and research, to stimulate and 
improve job performance and the 
effective use of equipment. 

---to exhibit and demonstrate 
model classrooms under the 
supervision of business 
educators. 

...to maintain an eight-session forum 
in collaboration with the leading 
management organizations in the 
country. 

---to become a focal point for the 
meeting of office management, the 
office machinery and equipment 
industry and the government. 


R 
Rm 


R 


No one in business can afford 
to miss this MID-CENTURY 
MARK of PROGRESS ...a 
milestone in the history of 
American commerce, industry 
and business. 


AL PALACE 


The Office E i iation of New York, Inc. 


NATIONAL BUSINESS SHOW 


33 WEST 42nd ST., NEW YORK 18, N.Y. 
PENNSYLVANIA 6-6760 
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Group Spirit 
(From page 68) 


ship go on and build company spirit. Sometimes a 
dead leader can do more than a living one. 

The surest way to reduce the influence of small- 
time misleaders of group spirit is to build up some 
big-time heroes/in the organization. If no heroes can 
be resurrected from the past, make some current ones. 
It may be no more than a company athletic team or 
singing club—that is really good!—but it will help 
build spirit for the company, as other employees en- 
joy the glory reflected on them. 

When every executive tries to make himself the 
hero, then no one is likely to be. 


4. LET THEM SEE AND KNOW THE BRASS HATS 


College students see the president often, the chair- 
man of the trustees occasionally, and the dean too 
often sometimes. These brass hats symbolizes the o7- 
ganization as a whole, not a department or a Greek 
letter clique. The mere sight of a top leader reminds 
the individual he is a part of a group. 

A long-established military practice gives top brass 
opportunities to visit scattered camps and outposts. 
These are sometimes called inspection trips. ‘Their 
better purpose is for stimulation of spirit for the total 
group which the high-ranking officer symbolizes. 


Not enough company presidents and board mem- 
bers walk through plants and offices. This is a 
primary function of their position which they can- 
not delegate to others. The worker sees his clique- 
leader almost continuously. He should see the top- 
men of the company several times a year, and not 
just when something goes wrong. The top officer 
who has to stick close to his office does not build 
group spirit. He should have adequate secretaries 
and assistants so an hour or two a day will clear up 
his office duties. 

When Robert W. Johnson, chairman of Johnson & 
Johnson, wants to talk with a man, he does not call 
him to his penthouse office. The chairman goes to 
the man, and talks with him in his own bailiwick. 
The other fellow feels more at ease in his own de- 
partment, and more employees get to know the chair- 
man as a fellow-worker rather than as an absent fig- 
urehead. 


It also helps if department heads visit other depart- 
ments. Bosses of all ranks should get around, and get 
acquainted. 


The president has a dispersed group to lead, while 
the clique-leader has an assembled group that is al- 
ways within sight of each other. It is easier to build 
small-group spirit in an assembled group. Seeing the 
president’s name in the newspaper is not a substitute 
for seeing him in one’s own work place from time 
to time. Reading what he says on the “President’s 
Page” of the employee’s magazine is not as effective 
for company spirit as hearing his voice right on your 
job. Meet the clique-leader right in his own territory. 


Second and concluding part of this article in 
{ November issue 
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BOSTITCH B8R 
COMBINATION STAPLER 
AND STAPLE REMOVER 


No other stapler you can buy does so much at so little cost 
as the Bostitch B8R. It costs so little, in fact, you can afford 
to buy enough of them to do away with stapler borrowing .. . 
a serious waste of office time. 

Compact, powerful, versatile, the Bostitch B8R Com- 
bination Stapler and Staple Remover gives you better fas- 
tening, in more places, in less time. Its staple remover is al- 
ways at hand for instant action. 

Bostitch staples help you guard against waste and delays. 
They are the highest quality in manufacture and per- 
formance. 

So, standardize on Bostitch Staplers and Staples in your 
office as hundreds of other office managers have done. It 
pays. For complete information, call in your local stationery 
supplier or use the coupon below. 


Savings 


ree IT'S A DESK STAPLER 


> <-G "°° + Powerful enough to 
“A pes 32 sheets of 
16 Ib. bond 


IT'S A PLIER-TYPE 
FASTENER. .. speeds 

up filing, saves 

steps and time 


Posting Notice ‘, 
tacking on 


drawing boards 


— 


IT’S A STAPLE 
REMOVER... 
separates stapled 
papers quickly, 
easily, neatly 
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BOSTITCH 


BOSTITCH, 676 Mechanic Street, Westerly, R. |. 


Please see that | get complete details and quantity prices on 
Bostitch B-Line Staplers and Staples. 


R a id he ae (RRR Ra 
WO FASTE: oe 
fastens it weaned Wnith wire ie ee ee 
Trade-Mark “BOSTITCH” Registered U. S. Patent Office and Foreign Countries RE ee Re eee Zone........ ee a ee FS 
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~ SALARY: $10,000 


: a year 


It costs very little to seat a 
valuable executive in a chair 
that gives him healthful 
day-long posture support. 
Your Sturgis dealer will 
bring one to your office for 
a free trial. 


Good office seating is an invest- 
ment. Bad seating is expensive. 
Write for your Sturgis dealer’s 
name and our stimulating booklet, 
“The High Cost of Sitting”. 


THE 
POSTURE CHAIR CO. 
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Microfilming 


(From page 48) 


The list of fields where microfilm has fitted into 
operational systems is a long one, but the manufac- 
turers of microfilm equipment will tell you that 
they have not even scratched the surface yet. 

“We're like the guy who knows where buried treas- 
ure is, and knows he’s going to dig it up some day,” 
is the way one industry spokesman puts it. Others 
say the same thing differently. They all mean that 
new applications, actually in use today, are token 
advances. These manufacturers are eager to get back 
to normal times, when they can study all of the fields 
of business endeavor and sell microfilm installations 
for an even wider range of use. 

“The way it looks now,” says another man in the 
microfilm business, “the possibilities are limitless. But 
the present clamor for machines doesn’t give us any 
choice but to keep on manufacturing current models 
to satisfy requirements for records safety.” Technical 
research certainly is not lagging, though, he points 
out. 

These days, manufacturers are playing down the 
rental of microfilm units and shrinking their stocks 
of rental equipment. These units are being over- 
hauled and sold. It is a seller’s market, of course, 
and buyers are not being fussy about second-hand 
machines. One manufacturer, with offices in many 
parts of the country, manages to keep a stock of ma- 
chines at each office. 

“We could sell our nation-wide inventory in New 
York in less than a week, if we wanted to,” another 
man said, “but we'll continue to try to serve the 
other areas. It’s a cinch that the machines will be 
sold in any event.” 


CONSTANT IMPROVEMENT 


Within the limits of current equipment used for 
recording jobs, constant improvements have been 
made both in the basic units and in accessory equip- 
ment to the point where, in the words of one manu- 
facturer, “people are getting more for their micro- 
filming dollar than ever before.” This is the general 
feeling of all of the leading makers, as they mention 
the development of greater diameters of reduction, 
which will effect a great economy in film costs by 
reason of the user’s ability to double the capacity of 
his roll of film, higher speeds of automatic feeding 
of documents, and interchangeable lenses, which help 
broaden the uses of a single camera recorder. 

Whereas for a time interchangeable cameras for 
different jobs was the rule, the user now has inter- 
changeable lenses available in a single camera. It 
means that a user originally duplicating records for 
safeguarding his business, at 35 diameters reduction, 
can also use the same camera, with a different lens, 
to do his billing at 23 diameters reduction, making 
a more convenient size microfilm picture for reference 
work. The automatic feeders are simple contrivances 
which have been developed to a point where they 
can reject a paper or card which might start into the 
machine out of its proper sequence. Such accessories 
can feed a stack of documents having varying thick- 
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nesses of paper or card stock, too. Electrically oper- 
ated readers are coming in fast—a great factor where 
large-scale reference jobs are performed. 

The matter of price is the only real ‘cloud on the 
horizon. The feeling at this time is that current prices 
of equipment are at rock bottom. Any changes in 
prices in the future will be in the upward direction. 

Manufacturers point out that precision equipment 
as represented in all of the various microfilm units 
is not built in a day, or even in a week, even though 
the production line technique is employed. The 
customer who wants the complete installation of 
camera, processer, and reader, with perhaps the con- 


verting feature of “blow-back” or enlarging accessory, 
cannot expect to get his installation as quickly as if 
he wanted only a camera. At least two of the manu- 
facturers maintain quick, reliable processing locations 
at many points around the country, offering efficient 
service to the user. But for the independent complete 
installation for on-the-premises operation, office pur- 
chasers must figure on anywhere from three to five 
months’ delivery. At least, this is the case in this 
period of depleted stocks. The picture would be 
much better under normal conditions. Also bright- 
ening the picture are the convertible units, which 
give a variety of services from one machine. 


Joseph G. Nagro 
President, Systems & Procedures Association 


Systems People to 


A PROGRAM calculated to sell top management on 
the worth of proven systems techniques will be un- 
dertaken by the Systems and Procedures Association 
of America when it holds its third annual Systems 
Meeting at the Hotel New Yorker in New York 
on October 19th and goth. 

J. W. Haslett, Shell Oil Corp., is chairman of the 
meeting committee. Ellis M. Derby, Metropolitan 
Life Insurance Co., is program committee chairman. 
J. G. Nagro, General Foods, Inc., is president of the 
association. 

“We are going to demonstrate how procedures 
people, when properly utilized, can be the right 
arm of top management,” Mr. Haslett says. “In many 
cases systems people are not fully utilized by man- 
agement, and as a result cannot accomplish their 
objectives as they would with full management sup- 
port.” 

Other objectives of the program are to emphasize 
to business the full potentialities of systems work, 
and to familiarize those companies already conscious 
of what systems can do with new special techniques 
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J. W. Haslett 
Chairman of Meeting Committee 


Meet in New York 


that have produced results. 

Sessions covering the two days of the meeting are 
designated as: “Integrating the Systems Organiza- 
tion”, “Survey and Analysis—Backbone of Systems 
Work”; “Standardization for Better Management’; 
and “Application of Systems Work to Management.” 

There will be a banquet on the igth. 

All indications are that the meeting will be the best 
to date. 

Gibbs Myers, Federal Telephone & Radio Corp., 
Clifton, N. J., association financial chairman, is in 
charge of registration for the meeting. He reports 
that arrangements have been made for accommoda- 
tions for the conferees and their families at the New 
Yorker. The hotel is cooperating also with those 
members who intend to stay for the opening of the 
National Business Show at Grand Central Palace 
on October 23rd. 

Facilities of the New York City Convention Bureau 
will be at the disposal of the conferees and their 
families, as will the association’s entertainment com- 
mittee. 
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TRADE MARK 


Wastebaskume 


famous for good leoke.., 
dara 


Made of hard vulcanized 
fibre, Vul-Cots give a lifetime of service. They are 
attractive, light weight, noiseless, do not crack, 
splinter, dent, rust or corrode... do not mar floors or 
fixtures. Vul-Cots greatly reduce waste handling and 
maintenance costs. Write today for catalog sheet giv- 
ing sizes, prices and discounts. 


Practical Styles: Round Taper (Nos. 2 & 3) pop- 
ular for office and school room use; Square Taper 
(No. 5) a distinctive style ideal for executive of- 
fices; Round Straight (Nos. 9 & 10) perfect for 
washrooms, basements, stores, mail rooms, fac - 
tories. All styles are available in two standard 
colors: maroon-brown and olive-green. 


New! Vmproved/ 


Greatly iemeerel manufacturing process 
makes possible new bonded seam construc- 
tion. This adds strength, improves appear- 
ance, assures cleaner waste handling— 
your assurance of an even finer Vul-Cot! 


For Sale by Stationers Everywhere 


uarantee This Vul-Cot waste basket 


with ordinary usage should last a lifetime. It is 
absolutely guaranteed as to material and work. 
manship for a period of five years from date of purchase, 
when used only as a waste basket. If during 
that time in such service it proves defective, 
return and a new basket will be supplied. 


NATIONAL VULCANIZED FIBRE CO. 
Wilmington, Delaware, U.S. A. 


OFFICE MANAGEMENT AND EQUIPMENT 


Honolulu Office 


(From page 39) 


On the ground level, one room houses the recep- 
tionist, cashier, and claim departments, equipped 
with blonde custom-built furniture and counter. Grey 
and cocoa walls are complemented by chartreuse 
Poinciana curtains. Modern chairs are upholstered 
in yellow and green plastic leather. A large oil paint- 
ing in muted tones of green and brown, “Pleasant 
Valley,” by Mildred Nordman, prominent Island 
artist, serves as a mural behind the cashier's counter, 
to complete the colorful yet cool atmosphere. 

The remaining offices of the agency occupy the 
entire second floor of the Kenrock Building—recep- 
tion room, executive offices, agents’ department, 
policyowners’ service department, general insurance 
department, policywriters’ room, accounting depart- 
ment, mail and supply room, and a combination 
party and conference room—all laid out to effect 
an efficient flow of operation. A two-color wall treat- 
ment has been used extensively throughout the 
agency decorative scheme, providing depth and in- 
terest. In the reception room, for example, one wall 
is pastel blue-green, matching the ceiling, while the 
opposite end wall is in cocoa brown. Receptionist’s 
desk and capacious built-in book and cupboard 
spaces are painted cocoa to match the cocoa wall. 
While each office in the agency has been given its 
own individual color scheme, the skillful handling 
of colors results in an over-all effect of harmony with- 


out monotony. 


OFFICE GARDEN 


Upon entering the upstairs reception room, the 
eye of the visitor is immediately claimed by a unique 
garden effect of a group of live young bamboo trees 
from three to seven feet in height, which have been 
imbedded in a lava rock garden, based in an orna- 
mental copper trough. A sea-green corrugated struc- 
tural glass partition serves as a background for the 
bamboos and also separates the reception area from 
adjacent offices. Variegated live moss in tones of 
grey, green, and brown has been planted between 
the crevices of the rock bed to create a refreshing 
outdoor atmosphere. This interior garden was cre- 
ated by Penny’s Lei and Flower Shops, Honolulu 
florists, who specialize in unusual floral effects. 

The most impressive office is that of President 
Brainard, which is so located on the second floor 
between the salesmen’s quarters and the reception 
room as to enjoy two typically Hawaiian panoramas. 
The famous Diamond Head can be seen from one 
window and Manoa Valley nestled in blue-shadowed 
green mountains, fills the other. The walls of this 
office are covered in blonde prima-vera Flexwood, 
to match doors and built-in book shelves as _ well 
as the huge custom-built desk of modern design. 
Cocoa Poinciana curtains drape the windows. A low 
divan upholstered in rose-beige Shagmoor and sev- 
eral harmonizing chairs give this spacious office an 
air of quiet luxury. The only wall adornment is an 
oil painting featuring the famous Kona Coast district, 
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LET US TELL YOU 
WHERE 10 GET IT 


Whenever you are in need of any 
type or brand of office cquip- 
ment, commercial stationery or 
maintenance supplies which your 
regular source of supply cannot 
satisfy, call on the Subscribers 
Information Department of 
OFFICE MANAGEMENT AND 
EQUIPMENT for assistance. 


We maintain a permanent staff 
in our Directory Department—a 
staff that works all year long cor- 
recting lists of manufacturers, 
distributors, classes of merchan- 
dise and trade names, keeping 
records up-to-date to serve you 
with dispatch and efficiency. 


Daily, we receive phone calls and 
letters from office management 
executives all over the country 
who are in search of the best 
sources of supply for individual 
pieces of equipment or large 
quantities of office supplies, fur- 
niture and appliances. 


Ask us to help you solve your 
office equipment problems. 


Subscribers Information Department 


OFFICE MANAGEMENT 


212 Fifth Ave., New York 10, N. Y. 
Phone MUrray Hill 9-4411 
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eco When you use 
Kodagraph 
Contact Paper 


his new photographic paper is 
made by Kodak specifically for 
use in all types of contact photo- 
copy machines. And you'll see the 
difference both in operating effi- 
ciency and results when you start 
using it. Here’s why— 
You'll get your photocopies faster 
. .. with less paper waste, for Koda- 
graph Contact Paper has wide lati- 
tude and exceptional uniformity . . . 
which eliminates the need for split- 


_— better results 


and get 


second timing and trial-and-error 
testing. 

Along with this, you'll get the best 
photocopies you’ve ever seen—your 
letters, charts, and other documents 
reproduced in dense photographic 
blacks, clean whites . .. with a new 
sharpness and sparkle that makes 
reading a pleasure. 

Make your next order Kodagraph 
Contact Paper and see for yourself. 
The price is right, too! 


Kodagraph Contact Paper 


“THE BIG NEW PLUS” IN THE OFFICE-COPY FIELD 


Mail coupon for 


free booklet ~~» 


EASTMAN KODAK COMPANY 
Industrial Photographic Division 
Rochester 4, N. Y. 


Gentlemen: Please send me a copy of “Modern Document and Drawing Repro- 
duction”. . . your new free booklet giving full details on Kodagraph Contact Paper. 


Name Department 
(please print) P 

Company a 

Street LA - 

om Kod 

St t TRADE -MARK 

ate 
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INSTEAD OF COSTLY REPAIR OR REPLACEMENT 


—perhaps it only needs this 


a? 


common-sense $ py support! 


No typewriter can 
operate smoothly on 
a bouncy, unstable 
foundation. Don’t 
blame the typist 
or the typewriter! 
JAC-A-DESK is 
the perfect 
answer! 


Satin-finished, rubber-tipped, telescoping 
JAC-A-DESK goes up in a jiffy...down in 
a jiffy. Wedges platform solid as a rock! 


$3.95 


Skipping. crowding, jamming, uneven work are more 
often symptoms of a worn and wobbly desk- platform — 
than need of machine repair. 

Typewriters were built to operate on a solid, firm 
base; any wobble or springiness upsets its precise mech- 
anism. Yet 9 out of 10 typewriter platforms are worn and 
wobbly causing slovenly work and time-consuming cor- 
rections. Jac-a-desk expands from floor to platform, auto- 
matically wedge-locking into a support as firm and solid 
as the floor itself. Typists love Jac-a-desk because it’s less 
tiring . . . office managers praise its economical efficiency ! 


At better dealers everywhere. Jobbers write. 


ac-a-desk 


Non-snag, satin-finish, support rod 

telescopes with wedgelock action to give... 
solid, firm typewriter foundation. . 
Expands from 16" to 31" 


TRADEMARK 
REGISTERED 


GONCO MANUFACTURING CO. 


1259 South La Brea Avenue, Los Angeles, California 


Canadian Distributors: UNDERWOOD LTD., 135 VICTORIA ST., TORONTO 
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by W. Twigg-Smith, well-known artist. Carpeting on 
the floor is green broadloom. 

Special features of the agency offices include air- 
conditioning throughout, ceilings soundproofed with 
asbestos, and streamlined fluorescent lighting. Floor- 
to-ceiling windows extend the entire length of the 
building on the southeast side, providing sunlight 
and view, and maintaining an out-of-door atmos- 
phere, typical of Island living. Split bamboo Poin- 
ciana drapes may be closed to shut out sunlight or 
drawn back to serve as side draperies for the full-length 
windows. Floor covering in the general offices and 
agents’ department is Armstrong’s asphalt tile. Exec- 
utive offices are carpeted in broadloom. The recep- 
tion room floor on the second level is covered with 
abacca made in the Philippines of hemp woven into 
12-inch diamond squares. A teletalk system through- 
out the offices furnishes a convenient means of inter- 
office communication. A correspondence lift connects 
the central filing area to the downstairs office. A spe- 
cially designed adjustable form rack is built into the 
policywriters’ office, with vertical rack members slot- 
ted at 1-inch intervals to facilitate spacing of the 
removable aluminum shelves. 

The agents’ department features centralized tele- 
phone booths, constructed to deaden sound, thus 
avoiding disturbance when interviews are being held 
in the room. The agents also have their own outside 
entrance, providing access to their quarters after reg- 
ular office hours or on holidays. 

Modernfold doors in red simulated leather are 
used with striking decorative effect between the 
agents department and general offices, and again in 
the conference room to sectionalize this area into a 
combination ladies’ lounge and lunchroom at the 
same time private conferences are being held in the 
adjoining section. Modernfold doors fold back ac- 
cordion-fashion when the room is used for company 
parties or for showing educational films. The agency 
has its own projector and collection of moving pic- 
ture film. 

A shower bath has been provided in the men’s 
quarters to allow agents to freshen up for late ap- 
pointments. 


CREDITS 
Soundproofing: Sprayed Limpet Asbestos by Keas- 
bey & Mattison Co. 


Flooring: Armstrong’s asphalt tile; broadloom carpet; 
Philippine abacca hemp. 


Modernfold Doors: New Castle Products, New Castle, 
Ind. 


Air Conditioning Unit: York Corporation 

Plumbing: By Kohler 

Lighting: Manufactured by Cal-Lite, Inc.; installed 
by Hawaiian Lighting Co. 

Flexwood: (Walls in Mr. Brainard’s Office) U. S. 
Plywood Co., Inc. 


Roofing: (Honolulu Roofing Co.) Asphalt and base 
sheet made by Certain-teed Products Corporation; 
Tropi-Cool granules were imbedded in the asphalt; 
white Tropi-Cool sealer was painted over this. 


AND EQUIPMENT 
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© HOT WATER HEATERS 
@RANCES ~ 


We are equipped to make your unusual sales presentation 
work -- Sales Portfolios - - Presentation Covers -- Sales 


Manuals and Proposal Covers. 


HASTINGS MUTUAL 


Take your problem to your nearest 


stationer - - our Creative Department 


will make samples to your specificat- 


~ MANUFACTURING INGS, MINNESOTA 


4) a ae © or? Fe ey 
on 
air- ¥ —  &§ a ae ae liste a sub vat i il i | ee 
oor- be tg ae I ‘ ae i 
ight ie Hes va hd | in = E ) 4 ys a: oe i 
: ng YY —— “ ofe \OPERATING =) Ap rom t PmueTERs | 3 ~~, i al ty , 
— : PAANUAL Pc  - SS 
t or Fs = Wars cme 4 
poatrous So ‘cm = r ie 
igth = a Corton Gat of... ne Ae diy ae ; ' 
and t L= | Op- tye re 
xec- Ss Ke athe os 
: yer Beal Pre oe 
cep- C PO’ LINDERS = ses e 4 “ he 
vith - serie Ly ie Kars 
into : ANUAL waatt Bord rere He a any sae ae cd ne i 
ugh- F semvice fo Wl wee ‘ scat el WN ae iis . ai ee ca oe baie _— a’ 
iter- by - ae et eee i Fe ani ne aay | " 1D i ; it i 
spe- be Kew. . 
the i “5 —_" 
slot: : / Ril — aad 
the > Be) - gf 
/ lofflasr = - | 
tele- . % i Li 
neh 7 ee 
held ime ies 
side oe 
reg- a ea 
: ay we AN “ " : - 
are we @ sam) 
ara ; a ear 2. on 
aig 7 <p 
to a 7 \ Pee a == Ee 
the | \ —— ” ¥ ae 
the | _- yn \ , 
: NY tr, EEE 
any (i —e 
ency Sr Yr SS: 
pic ; . 
en's = fy N 
ap- SSS 0. 
SS SS ee | g.N BUC EB 
SSS | E- 
Sa | REiehey 
.€as- i; | J A 
‘pet; 
ee 7 
stle, | 
ee | 
ions. 
illed 
ralt; is fe 7 . oe - a ie) q / : a aN Bi oe a . 
be 17 ad 
50 October, 1950 OFFICE MANAGEMENT AND EQUIPMENT 


Walden Roses Gnanann 


Correct Mistakes tx Any Language 


ypee 
"GTEAD 


wa 


Easier to work with than many bosses — consistently more 
reliable than many boy friends. Weldon Roberts Erasers 
TRI-PLY and SUEDE are dependable, quality ‘‘steadies"’ 
of countless typists. 


Both numbers octagonal- 
shaped. In brush-top 
styles, too, for giving 
eraser crumbs a quick, 
clean brush-off. No. 3900 
TRI-PLY WHISK—No. 9000 
SUEDE WHISK, both with 
durable plastic holders, 
pebble grained to prevent 
finger slipping. 


Weldon Roberts Erasers 
please the most work- 
ers, do the cleanest 
erasing in the least 
time. Your dealer has 
Weldon Roberts Eras- 
ers in the styles best 
suited to your require- 
ments. 


WELDON ROBERTS RUBBER 00. 


Newark 7,N.J. 
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COMING EVENTS 


Chicago Bureau of Filing & Indexing. ... October 6th 
Nineteenth Annual Mid-West Conference 
Edgewater Beach Hotel, Chicago 


National Institute of Governmental Purchasing 
October 8th-11th 
Fifth Annual Conference and Products Exhibit 
Hotel Schroeder, Milwaukee 


French Office Equipment Show & Congress 
October 8th-19th 
Pare des Expositions, Paris, France 


Institute of Newspaper Controllers & 
yo October 15th-18th 
Cleveland Hotel, Cleveland, Ohio 
Systems & Procedures Association of America 
October 19th-20th 
1950 National Systems Meeting 
Hotel New Yorker, New York 


Systems & Procedures Association 
(Los Angeles Chapter).............. October 20th 
Systems Conference 
University of California at Los Angeles 
National Business Show Oct. 23rd-28th 
Annual Show and Office Week Forums 
Grand Central Palace, New York 
Society for Advancement of Management 
November 2nd-3rd 
Conference on Principles, Methods & Techniques 
Statler Hotel, New York 
Industrial Management Society... November 2nd-3rd 
Annual Time, Motion & Management Clinic 
Sheraton Hotel, Chicago 
Office Management Association of Chicago 
February 26th-March Ist 
1951 Office Equipment Display & Seminar 
Stevens Hotel, Chicago 


American Management Association— 
Divisional Conferences 


Office Management ............... October 30th-31st 
Statler Hotel, New York 
ROE ae ee November 16th-17th 
Drake Hotel, Chicago 
rey ore November 30th-December Ist 
Waldorf Astoria, New York 
NNO «oa wind was wesw omteta December 11th-12th 
Drake Hote), Chicago 
General Management............. January 15th-18th 
Biltmore Hotel, Los Angeles 
I Ra ee February 26th-28th 
Palmer House, Chicago 
I Soo ca Stesak sd eeuaine sind March 12th-13th 
Waldorf Astoria, New York 
NIN, scam cnecenwcsmeeeus ee — 26th-27th 
Waldorf Astoria, New Yo 
WRN esse ctWecnttivadectxsesse Apel 17th-20th 
Auditorium, Atlantic City, N. J. 
DUNE Couicvcetnaumanetecakeuiee May 14th-15th 
Statler Hotel, New York 
General Management................... June 7th-8th 


Waldorf Astoria, New York 


The Life Office Management Association, whose execu- 
tive offices are at 11@ East 42nd St., New York. has held 
its 1950 annual conference at the Royal York Hotel, To- 
ronto, Canada, September 25th-27th. 

F. L. Rowland, executive secretary, said that an atten- 
dance of about 600 was anticipated. 

In addition to an imposing group of speakers, the con- 
ference, the twenty-seventh, featured an exhibit of office 
equipment, all of which well illustrated specific applications 
to life insurance routines. 

Among the companies who displayed their latest prod- 
ucts are the Addressograph-Multigraph Corp.; Commercial 
Controls Corp.; Dictaphone Corp.; Gray Mfg. Co.; Inter- 
national Business Machines Corp.; Remington Rand, Inc.; 
Recordak Corp.; SoundScriber Corp., and Underwood, Ltd. 
A report of this meeting will be made in November issue. 
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An Automobile Dealer Equips 
His Office for “Better Business Living” 


KAUFFMAN BUICK CO. 
Spokane, Wash. 


with INVINCIBLE METAL FURNITURE 


Exctustve! 


Concealed Safe Unit is a pat- 
ented feature available only 
to INVINCIBLE users because 
only INVINCIBLE has it! It 


offers security for valuables 
\ and papers in home or office. 
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Does your business have the fast-moving pace of an 
automobile dealer's? Then you should think of the 
factors that contribute most to efficient, smooth run- 
ning offices ... competent personnel working at com- 
fortable desks, designed to fit them and their jobs 
— using files that give them quick, easy filing and 
reference. These important factors are key features 
of all INVINCIBLE Steel Office Furniture. Inves- 
tigate INVINCIBLE “Modernaire’” desks, tables and 
files. You'll find they give you amazing economy 
plus eye-appeal and design features that make for 
“Better Business Living.” See your Invincible Deal- 
er today. 


TINVINC BES 


REG. U. S. PAT. OFF. 


INVINCIBLE METAL FURNITURE CO., MANITOWOC, WIS. 
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SHORT! 
Use... 
ee 
Snapfasy 
One-Time 
—_ Carbon-Interleaved 
i) BUSINESS 
FORMS 
For SPEED... 
ACCURACY... 
“news, ECONOMY 


TAILOR-MADE .. . to meet 
your special requirements. 
Snap-Easy Sets * Continuous Forms 


Fold-over Statement Forms. 
* 


Exclusive, but Not Expensive! 


Expert Staff . . . Complete Facilities . . . 
Prompt Service . . . . Reasonable Prices! 


Make your next office form a SnapSasy- 


SOLD THROUGH DEALERS 
For Prompt Quotations, Write Today! 


Arthur J. Gavrin Press, Inc. 


a DEPT: M, GAVRIN PRESS BLDG. _ 
New Rochelle + New York 
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MEN IN THE NEWS 


Berg L. Meyers was recently announced as sales man- 
ager of the Addressograph-Multigraph Corp., Cleveland, 
manufacturers and distributors of production machines for 


Berg L. Meyers 


business records, according to J. B. Ward, vice-president 
and general manager. 

Mr. Meyers, who became associated with the company 
as a salesman in 1929, undertakes responsibilities “that are 
national in scope after six years of outstanding perfor- 
mance as Chicago branch manager.” 


The Todd Co., Rochester, N. Y., in expanding its sales 
department, has recently added a new department, market 
development, and has appointed sales promotion managers 
for each of its major product divisions. 

Irving L. Greene has been placed in charge of market 
development. Succeeding Mr. Greene as director of sales 
promotion and advertising is Richard C. Browne, a twenty- 
year veteran with the company. 

Machine sales will be directed by Howard J. Martin; 
commercial check sales to be headed by Harold F. Nunn; 
bank supply sales directed by Harold E. Miller, and litho- 
print check sales to be handled by Frederic D. Scandling, 
another twenty-year man. 


Royal Metal Mfg. Co., 175 North Michigan Ave., Chi- 
cago, has announced the promotion of J. B. Proctor, sales 
manager of the DeLuxe Furniture Co., Warren, Pa., to 
the position of general manager. Deluxe, the country’s 
third largest producer of steel shelving and cabinets, re- 
cently was purchased by the Royal organization. 


E. L. Berg is the newly appointed regional manager of 
the Omaha, Neb. office of the Underwood Corp., 1 Park 
Ave,. New York, says W. F. Arnold, vice-president and 
general sales manager. Mr. Berg, who joined the company 
in 1941, will direct the sales and service activities of the 
company’s products in Nebraska, South Dakota, Eastern 
Iowa, and in six counties in Southeastern Minnesota. 

The company also made known the following appoint- 
ments: R. R. Briggs named regional manager at the St. 
Louis branch; C. H. Field as regional manager at the Salt 
Lake City office, and J. B. Sizemore becomes manager at 
the Kansas City, Kan. branch office. 


Recently appointed as district sales manager of the 
Berger Mfg. Division of Republic Steel Corp., Canton, 
Ohio, is Robert H. Wallace. He joined the organization in 
1948 and will have headquarters in Cedar Rapids, Ia. 


Arthur Lazarus, vice-president of Day & Zimmerman, 
Inc., Chicago, and a well-known management consultant 
and budget authority, has recently announced his resigna- 
tion to enter the consulting field in New York. A former 
director and vice-president of the finance division of the 
American Management Association, Mr. Lazarus also 
served as a management consultant to the Metropolitan 
Life Insurance Co. and prior to that was chief of the cost 
accounting bureau of the Chamber of Commerce of the 
a. 
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Exclusive Canadian Distributor: 
CANADIAN STAPLES LIMITED — Montreal, Toronto, Winnipeg, Vancouver 
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GENERALS 


— Carbe-lacke PENCILS 


ANNOUNCING... 


NEW Color-Tex 


General’s different kind of thin-lead Colored 
Pencil with important advantages for you! 


Intense color . . . strong, scratch-free 
points . . . effortless writing—these are 
only a few of the plus factors your office 
personnel will welcome with General’s 
new, different Color-Tex Thin-Lead 
Colored Pencil. Note these outstanding 
Color-Tex features: 


@ Extra strong, resilient, thin leads 
—they'll bend! 


@ Brilliant, permanent, insoluble 
colors—they're Wet-Proof! 


@ Long-lasting points; easy to 
sharpen — they're Carbo- 
Welded*! 


@ 30 Splendid colors—for writing, 
checking, drawing! 


All advantages found only with 
Color-Tex! . . . And a real oppor- 
tunity to increase worker satisfaction 
and cut office expense at the same 
time. Begin to realize this two-fold 
bonus now by ordering Color-Tex 
from your dealer today. 


30 BRILLIANT COLORS 


Packaged in % gross boxes of one 
color, each also in sets of 12 and 24 
assorted colors. 


* General's exclusive process that binds lead 
to wood in one, inseparable unit. 


GENERAL 
PENCIL COMPANY 


67-73 Fleet Street 
Jersey City 6, N. Y. 
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MEN IN THE NEWS 


Alfred C. Barioni, assistant product sales manager in 
Remington Rand’s business machines and supplies division, 
has been named product sales manager of the company’s 
Remtico supplies line, according to H. V. Widdoes, vice- 


Alfred C. Barioni 


president and general sales manager of the division. Mr. 
Barioni, widely-known in the office supplies industry, suc- 
ceeds I. L. Miller, who plans to join the Canadian Carbon 
& Ribbon Co. 

As part of the Remington Rand organization of its for- 
eign operations, Reidar Waaler, formerly supervisor of 
manufacturing, was recently appointed vice-president in 
charge of all Continental European operations. Marcell N 
Rand is vice-president in charge of the company’s export 
division. 

Remington Rand operates seven factories in Continetal 
Europe and three in the British Isles. 

Other important appointments made by Rem-Rand re- 
cently were those of Lloyd H. Angstadt as director of the 
Institute of Records Administration & Management Con- 
trols, newly formed by the company, and David V. Savidge, 
who heads the also newly organized department to be 
known as the Univac Fac-tronic System. Univac is the 
name given to an electronic computer developed by Eckert- 
Mauchly Corp. and introduced by Rem-Rand. 


Samuel Flanel, assistant controller of J. N. Adam & Co., 
Buffalo, N. Y., joined the Controllers Congress of the Na- 
tional Retail Dry Goods Association as assistant general 
manager, recently, according to Raymond F. Copes, general 
manager. The position has not been occupied since the 
resignation of Walter Loeb in 1948. 


James L. Peirce, controller, A. B. Dick Co., Chicago, has 
recently been elected president of the Chicago Control of 
the Controllers Institute, and D. L. Schroeder, controller 
and assistant secretary of the Victor Adding Machine Co., 
also of Chicago, has been renamed a director. 


At the annual meeting of the organization’s Pittsburgh 
Control, held recently, Wayland S. Bowser, controller, 
Blaw-Knox Co., was chosen a vice-president. J. A. Trainor, 
vice-president and controller of Commercial Controls Corp., 
Rochester, N. Y. has been similarly honored by the Insti- 
tute’s chapter in that city. 


John L. Busey, Bridgeport, Conn., has recently been 
elected a vice-president of the General Electric Co., in 
charge of marketing policy, a newly-created post, it is 
announced by Charles E. Wilson, president. 

Other important promotions affected William V. O’Brien 
who was elected a commercial vice-president, and Charles 
R. Pritchard, who has been elected president and a director 
of the General Electric Supply Corp. 

Mr. Busey and Mr. O’Brien will establish headquarters 
in New York, and Mr. Pritchard in Bridgeport. 


Lester S. Bartlett, Rochester, N. Y. business man, has 
been appointed sales agent in that city for the Sunroc Co., 
water cooler manufacturer. Mr. Bartlett will operate under 
the title of Sunroc Rochester Agency. 


October, 1950 


{ 2 , 
H) es 
" ee 
- — as —* 
3. > 4 
, et | a» ‘ + 
es By 
x IS! 
ee) 
my iB 
|e 
f a 2 i 
Ae Se E 
.“ i: 
he _im: 
4 bye ~~ 
; j i | 
; Pay | | 
po nfl 
7 ue (try 
; ‘Sane, Mil 
; ee Hl 
Pd Hl 
. | 
a — HI 
Hi 
% Ml 
— === 
- 
d : = be a > <a ae 7 a - ‘aie , # Z . : J _ nae - - rr = ;. ee = <a 


Mr. 
suc- 
arbon 


; for- 
or of 
it in 
Il N. 


xport 
inetal 


d re- 
nf the 
Con- 
vidge, 
to be 
s the 
-kert- 


t Co, 
> Na- 
neral 
sneral 
e the 


», has 
‘ol of 
roller 
: tA 


burgh 
roller, 
ainor, 
Corp., 
Insti- 


been 
O., in 
it is 
Brien 
harles 


rector 


arters 


1, has 
c Co., 
under 


1950 


Peer 
oe 


You 


see more Smiles 


ground STEEL AGE Files‘ 


Offices everywhere are swinging to STEEL 
AGE Grade ‘‘A”’ files for greater office 
efficiency. And no wonder, for superb 
STEEL AGEcraftsmanship and design mean 
easier operation and increased office pro- 
duction. STEEL AGE file drawers, for ex- 
ample, extend fully at the lightest touch, 
on full-progressive ball bearing cradle sus- 
pensions. And their welded, ladder-type 
front frame construction assures real 


stamina in hard, daily use. It’s this extra 
W4&D 3267 


measure of built-in quality and precision 
construction that gives STEEL AGE Grade 
**A”’ files added years of trouble-free service 
and make them the most economical files 
to buy in the long run. Buy STEEL AGE and 
you buy the finest in steel office furniture. 


--- CORRY—JAMESTOWN ~ 
MANUFACTURING CORPORATION * COR 


October, 1950 OFFICE MANAGEMENT AND EQUIPMENT 


= = sie ~ 4 “y i 2 a a — ; ‘. ae ie woe — ies. 2 co = os. ae a= tid ~ 
2 
eattateiedl 
ooaienmineartal 
4, ; 
er in | \ 
ision, ‘ 
, ’ . 
any’s 3 i} . 
vice- nk — i / ‘ee Su 
a). ao , { a esa 
: ? ‘ r] ' : 
f : UP Le t ‘ta met ‘ 
a fe ee * 
; set : haa - % | { f eed b cain) 
? i < oe : { if ‘es Pig : 
pee é —— “te an oe 
Ba a ess: : Seam te onto ae — Pr %: . 
he’ a {ae = 2 
fe “ia mt ee | ae — 
a " | ae gee Ree a = id 
7 : - a Ee oy ‘ 7 se 
; 4 A ney zi, Se “ 4 Bees oe ” a ie. fe , Be Big bree a: 
a ray ee .. es a ae Ge = aN (cd vin ll 
: nt eh ae pe. alias > a ar ee 
Nai ee a a. zat 
<a N ae a ii Ai: tg <3) wal 
Ne ae 5 a ‘ ae 2 -— 2 - ¢ a aay 
i... a! ioe fae He. i fa 
me a Ae): a —— ; 
ame e "7 - ed hae ta E ie , 
% PY aa a a “a ea | id a F 
‘ : ? ees _— ; . ian 
z Poe y — Ce a d 
a tee ¢ mo ; 3 = . 
ee ek ut ; Wh ae ‘ae mS @ 
a . . 2 a ae 
aye e ’ 4 oe i fe =: ihe. 4 
: Ble es . a F . |e SU be y i ; 
“ ; eas ‘] ap ee Ta ae & : a . eg ee ‘ 
i. é i i aa = * a, 
eee oe 2 a. a e Pa 
{ tee : ts ay jue aet yy if 7 by ; : ie 
Ea) 12a) J ~ aa se c ey iy 
BS ie bo ae st | 2 an 
ss. the . oe: ’| Sr -_— 
GS — 
Rass 
CS . 
ew / 
(a) 4 L e 
| = 
—_ — ; - 
=| Tt-j | e 1 a : 
~ | ~| | wees p—~ rs haere 
—}} ‘ —<— ie is 
: J _ a 4 4 
= ee 83 
: ae % = : a Se A bee ea . hs a + i eee. i = 
= 4 “y | Somer ae eo ae mY .- = - _ . <a ei 2: (eee 
= a iz ¥ My oF a 4 “-, ae a 2 .. 3 a . 2 ¥ cid Te h iL 
ite Bs . a |; Rs ZL J ¥ —_ Be. iii se : a ; ‘Sieeeey 7 % a 


FOR VISIBLE RECORDS 


Nu-Vise — 


METAL 
PROJECTING 


PLAIN poe 
OMBINATIO 
con” COLORS 


Ask your office deeds dull or 
George B. Graff Co., Cambridge 40, Mass. 
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MEN IN THE NEWS 


Joseph G. Nagro, head of the methods and procedures di- 
vision of the Birds Eye-Snider Division of General Foods 
Corp., New York, was recently elected president of the 
Systems & Procedures Association of America, 

For five years he has been active in this organization, 
serving first as secretary of the New York chapter, then 
vice-president of the national group, later as treasurer, and 
finally, his present post. 

Mr. Nagro is intensely interested in his work of planning 
administrative details for his company and for the SPA, 
and points out that systems work is neither dull nor rou- 
tine, but actually is a “new and exciting phase of American 
business.” 

In addition to technical knowledge, Mr. Nagro believes a 
good systems man must also have a sense of humor and a 
basic understanding of sales psychology. “We have to sell 
all the time,” he says. “First, we have to sell the systems 
we want to install and then we have to sell the groups re- 
sponsible for carrying the systems through to our specifica- 
tions. Sometimes, to get the best results, it becomes 
necessary to make some key people feel as though our 
innovations are their own ideas.” 

For several years prior to joining General Foods, Mr. 
Nagro headed his own accounting firm, and was an advisor 
to several corporations, among them Tide Water Associ- 
ated Oil Co., General Motors, and the American Tobacco 
Co. 


Dr. Edwin F. Pike, chemical engineer consultant, has 
recently joined Wallace Clark & Co., Inc., international 
management consulting firm of 521 Fifth Ave., New York. 
Dr. Pike has a broad background of domestic and foreign 
experience in research and development, enginering and 
manufacturing operations in many fields. 


Four new branch managers have been appointed by 
Pitney-Bowes, Inc., Stamford, Conn., it was made known 
recently. 

C. Richard Davis is now manager of the company’s 
Worcester, Mass. office, succeeding D. E. Lucey, who 
joins the Boston sales organization; Samuel E. Ledger- 
wood becomes manager of the Spokane, Wash. office; 
Thomas V. Lieser is the new manager of the Green Bay, 
Wis. office, and William F. Powers has been named to 
manage the company’s Springfield, Mass. branch office. 

Having been members of the Pitney-Bowers sales or- 
ganization for several years, these men will direct a pro- 
gram built around a new desk model postage meter pro- 
duced by the company. 


Somerville N. Baker, manager of the New York City 
branch of Pitney-Bowes, Inc., Stamford, Conn. died recent- 
ly after a long illness. He was 56 years old and had been 
with the postage meter company since 1927. 

His wife, son, daughter, five sisters, and a brother, sur- 
vive. 


Burroughs Adding Machine Co., Detroit, has announced 
the following recent promotions: A. F. Berube has been 
appointed manager of their Providence, R. I. branch; W. E. 
Black as manager of the Ottawa, Ontario branch; Fred 
B. Stevens to manage the Burlington, Vt. branch, and 
J. A. Whitlaw named as manager of the Windsor, On- 
tario branch office. 

Mr. Berube joined the company in 1926, the others being 
associated with Burroughs for more than ten years each. 

Willis E. Morgan, sales manager of Burroughs, made the 
announcements. 


Burroughs also made known the following appointments: 
Dennis Corwin named service manager of the Dallas 
branch; J. L. Grady as manager of the Indianapolis, Ind. 
branch; M. J. DuBois appointed manager of the Springfield, 
Ill. office, and W. H. Roche named to the post of supervisor 
of financial sales of the Chicago branch of the company. 
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"Birthdays 
are good 


Some day one of your associates will ask for ideas 
on promoting the anniversary of your company. 
Dennison’s new booklet — “HOW TO MAKE THE 
MOST OF YOUR ANNIVERSARY” — gives you 
a number of practical suggestions for planning busi- 
ness anniversary promotions. 

This booklet is filled with common sense thinking. 
It gets right down to fundamentals on plan, scope, cal- 
endar, slogan, and promotion ideas. 

And for added help, this booklet illustrates how 


Dennison tags, seals, labels, and package accessories 
can give mass circulation to your anniversary message. 
They can be the least expensive and most effective of 
your anniversary investments. 

Send for a copy of this booklet. If you don’t need it 
for immediate use, you'll want to have it handy for 
future reference. Write Dennison, Dept. X-146, 
Framingham, Massachusetts, for the booklet, 
“HOW TO MAKE THE MOST OF YOUR 
ANNIVERSARY”. 
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TIME! 
EFFORT! 


a 
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YELLOW BOX 
uel 


You save in many ways when 
» you use the OAKVILLE YEL- 
‘ LOW BOX LINE! 


You save clerical time and cost 
because you can get all your 
paper fastening devices in one 
shipment, from one reliable 
source, with one invoice. 


You save many valuable hours 
in every department of your 


business because the Oakville 
line holds better, attaches easier, oy, S 
and does not catch or tear im- (o/ 

portant papers. 


You can always depend on 
Oakville performance. The fa- 
mous YELLOW BOX LINE has 
been helping save time, effort, 
and money in offices for a great 


many years. You, too, can get 
all these benefits if you .. . 


STANDARDIZE ON THE 
YELLOW BOX LINE — 
IT’S PACKED WITH PROFITS! 


caavyst courany SCOVILL MANUFACTURING COMPANY 
me, Waterbury 20, Connecticut 
y} NEW YORK e¢ PHILADELPHIA + BOSTON 


CHICAGO « SAN FRANCISCO 
tn CANADA: Brown Bros., LTD., TORONTO 2 


MEN IN THE NEWS 


The appointment of Dr. Julius Yourman as dean of busi- 
ness of Pace College, 225 Broadway, New York, was made 
known recently by Robert S. Pace, president. 

Dr. Yourman, who comes to Pace from Brooklyn Col- 
lege, was at one time, assistant professor and executive 
secretary of student affairs at the New York University 
School of Education. He has written many articles on 
technical and professional subjects, and is an organizational 
consultant. 


Walter E. Ditmars, president of the Gray Mfg. Co., 
Hartford, Conn., announced recently the appointment of 
Ralph A. Nerrie as assistant general manager of the Audo- 
graph Co. of New York, distributor there for Gray. Mr. 
Nerrie, with seventeen years experience in the dictation 
equipment field, will be in charge of sales activities in the 
Metropolitan area. 


WITH THE ASSOCIATIONS 


A regional conference of twelve participating chapters 
of the National Association of Cost Accountants will be 
conducted by the Syracuse, N. Y. chapter November 10th- 
llth at the Hotel Syracuse, and will be open to non-mem- 
bers. Program and registration information may be ob- 
tained from Ben A. Ackley, Mack Miller Candle Co., 1701 
North Salina St., in Syracuse. 

Among the speakers will be Albert E. Grover, Clinton W. 
Bennett, Eric A. Cammon, and Sterling Atkinson. Dean 
Charles C. Noble of Syracuse University will be featured 
speaker at the dinner on November 12th. 

Theme of the conference will be Costs for Management 
Decisions. In attendance will be national president William 
B. McCloskey, national secretary, Arthur B. Gunnerson, 
and other officers and directors. 


The Associaton also made known the recent appointment 
of Herman C. Heiser, treasurer, Crown Can Co., Phila- 
delphia, as chairman of the research committee. 


Government controls over business, national defense, the 
changing status of world trade, and the national economy, 
are some of the timely topics that were discussed at the 
19th annual meeting of the Controllers Institute of Amer- 
ica, which met September 17-20th at the Edgewater Beach 
Hotel, Chicago. 

Speakers included General Leslie R. Groves, vice-presi- 
dent of Remington Rand, Inc., whose topic was “A Bal- 
anced Defense for America”; John K. Langum, vice-presi- 
dent, the Federal Reserve Bank of Chicago, who told of 
“The Impact of the Federal Budget on the American Econ- 
omy,” and Jackson Martindell, president, American Insti- 
tute of Management, New York, who commented on “The 
U. S., Russia, and the Balance of Power.” 

The convention closed with a luncheon. 


The first meeting of the new season was held by the 
Records Management Association of New York, September 
llth at the Hotel Martinique. The speaker of the evening 
was Frank Gunderson, special representative of the Re- 
cordak Corp., whose timely subject was “Preservation of 
Your Records in Time of National Emergency.” An au- 
thority on microfilming records, Mr. Gunderson followed 
his talk with a question and answer period. 

On hand at the meeting to greet the members were the 
newly elected officers for the year, who are Miss Ethel A. 
Carew, president; Miss Beatrice G. Roach, Ist vice-presi- 
dent; Miss Violet Campbell, 2nd vice-president; Miss Helen 
P. Foley, recording secretary; Mrs. Mary Bock, treasurer; 


enero Miss Dorothy Knight, corresponding secretary, and the 
Misses Helen Golden, H. Rosamond Hartshorn, and Elea- 
nor Hirsch, directors. 
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SEALS boxes, packages, bulky en- 
velopes for first-class mailing. 


REINFORCES binders, notebooks, 
file folders, indexes. 


PUT A NON-TEARING EDGE on maps, charts, 
blueprints, drawings, photographs with 
the “SCOTCH” Edger. Applies a tough, 
wrinkleproof edge of specially made 
“SCOTCH” Acetate Fibre Tape No. 750. 
Order from your office supplies dealer. 


also makers of “‘Scotch’”’ Sound 
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WORKS SLICK AS A WHISTLE! 


"*SCOTCH” Cellophane Tape saves 
time on all kinds of office chores 


CORRECTS mistakes and revises in- 
formation on tabulating cards. 


MENDS torn bills, vouchers and 
currency invisibly. 


SEAL 7,000 MAILING PIECES an hour with 
the “SCOTCH” Automatic Mailing Piece 
Sealer. Cuts and applies a neat one-inch 
strip of tape to all kinds of printed matter. 
Tape seal holds tight and adds to the 
appearance of the piece. 


HOLDS swatches, coins, clippings to 


letters and files. ‘a 


. ; 
ie : 


LABELS supply shelves, rubber 
stamps, storage boxes. 


3 aR ere Be | 
ScoTcH 


~ 3 


| 
| 


HELPS YOU zip through scores of chores 

around the office. Remember, there’s more 

than one brand of cellophane tape—for 

quality always insist on the “SCOTCH” 
, in the bright plaid container. 


Made in U.S. A.by MINNESOTA MINING & MFG. CO.., 5t. Pau! 6, Minn., 


ing Tape, “‘Underseal” Rubberized Coating, “‘Scotchlite” Reflective Sheeting, 
Adhesives. 


Record i 
“Safety-Walk” Non-Slip Surfacing, “3M” Abrasives, “3M” 
General Export: DUREX ABRASIVES CORP., New Rochelle, N. Y. . 


In Canada: CANADIAN DUREX ABRASIVES LTD., Brantford, Ontario 
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GET THIS MEMO OUT To 
ouR 3O SALESMEN 
BEFORE You LEAVE 


THE BOSS WANTS 30 
COPIES OF THIS LONG MEMO 
TO GO Our TONIGHT! 


HEAVENS! 
tS ALMOST 


LUCKY FOR ME WE HAVE THIS 
LITTLE MACHINE FOR DUPUCATING. 
I'L. JUST TYPE ONE COPY OVER AN 
APECO CARBON SHEET 


WITH THE ASSOCIATIONS 


- 


THEN | Put my 
COPy ON THE LITTLE WONDER 
WORKER-TURN ITS CRANK= 


YES, AND you 
CAN PUT THE IM- 
PORTANT PARTS 

IN CONTRAGT- 
ING COLOR 


AND THERE WE ARE WITH 
30 COPIES ALL READY TO 
GO INTO ENVELOPES ! 


LICATOR 


Only $84.50 
PAM (Pius Fed. Tox) 
- COMPLETE 
with supply 
of moster 
cerbon sheets 
ond supply of 


copy paper 


ISNT WTERRFiC? 


60 Copies per minute 


Here’s the modern way to 
quickly produce multi-copies 
of letters, memos, bulletins, 
price lists, data sheets and thou- 
sands of other duplications. 
Just type or write or draw your 
original copy over APECO car- 

nm sheets—in one to 5 colors. 
Then slip in machine and turn 
the crank! (No ink—no muss.) 


FREE GIFT! 


Write NOW, on your letterhead, for illustrated Speed- 


liner booklet—and we will give 
Apeco-Eversharp spring-action 


ri FREE, a valuable 


point PEN! 


AMERICAN PHOTOCOPY EQUIPMENT COMPANY 


2847 North Clark Street, 


Chicago 14, Illinois 
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The annual Systems and Procedures Institute sponsored 
by the University of California at Los Angeles, and con- 
ducted by the Los Angeles chapter of the Systems & Pro- 
cedures Association of America, will take place at the Hol- 
lywood Athletic Club, Hollywood, October 20th, beginning 
at 8:30 in the morning. 

Conference theme is to be Systems and Procedures in 
a Competitive Economy, according to Harold F. Campbell, 
General Petroleum Co., and president of the Los Angeles 
chapter of the Association. 

The program will include simultaneous technical 
panel discussions. Fee is $10 per person. 


and 


Richard Donham, director, Graduate School of Business, 
Northwestern University, was the guest speaker at the first 
annual meeting of the Chicago chapter of the Systems & 
Procedures Association, held at Eitels Restaurant, Chicago, 
September 12th. 

Mr. Donham’s talk on “Graduate and Undergraduate 
Studies Related to Systems and Procedures” was preceded 
by dinner and a short business meeting. 


A national conference in New York’s Hotel Statler, Oc- 
tober 2nd-4th, to assess the effects of military and indus- 
trial mobilization on industrial personnel planning and ad- 
ministration, will be held by the American Management 
Association. 

Leon H. Keyserling, chairman of the President's Council 
of Economic Advisors, will address the opening session on 
the economic background and outlook of the present na- 
tional situation. Among other subjects for discussion will 
be possible wage and salary controls; trends in labor de- 
mands, and others. 

Garrett L. Bergen, Marshall Field & Co., Chicago, who is 
an AMA vice-president, is planning the conference. He 
will be assisted by the organization’s council. 


Although New York City is the most vulnerable atomic 
bomb target in the world, the danger of complete paralysis 
can be reduced by 95 per cent by using properly the space 
available within the city limits, according to Dr. Gerald 
Wendt, guest speaker at a recently held meeting of the 
Office Executives Association of New York. 

Dr. Wendt urgest city planners to begin studies of the 
city at once, because he believes it will taken ten years to 
reduce the city’s danger since business is concentrated in 
eight square miles south of 57th St. out of 400 square miles 
available. 

“There should be from two to five miles between com- 
mercial centers,” he says. “These can be dispersed to the 
other boroughs, but traffic delays should be avoided. This 
can be done by locating them at the terminals of new traffic 
arteries that have no intersections, such as the vehicular 
tunnels and bridges.” 

“The cost is probably impossible, but the dispersal of 
Manhattan over the relatively empty boroughs would be 
well repaid by improved residential developments in the 
neighborhoods and in Manhattan itself,” he concluded. 


The annual conference on principles, methods and tech- 
niques for increasing productivity, reducing costs, and im- 
proving human relations, sponsored by the Society for Ad- 
vancement of Management, will take place November 2nd- 
3rd at the Statler Hotel, New York. 

While much of the program is devoted to factors affect- 
ing plant operations, some of the papers to be delivered at 
the conference will have definite application to office prob- 
lems. Speakers on this subject will include Dr. Robert P. 
Brecht, University of Pennsylvania; Earl G. Planty, John- 
son & Johnson Co.; and E. H. Van Delden, New York 
University. 

Other features of the meeting will be a display of indus- 
trial exhibits, and the presentations of the Taylor Key, the 
Human Relations and the Gilbreth Awards. 


October, 1950 


j , ir é 
. 4:50 P.M. AND 30 MEMOS 70 GO/ 
_— 6=—|° Aan _ a : 
.. | 
“a ; = 
a4 2 ‘ » A ah 
— i ' w f s <— 
as sae ya Ve. 
aes —— 
a ~ ws 
‘rr - 4 \ re 
” = . s/h A 
; - jo 
- ; Ss] — fae e . 
.& LP 
—- ( y 
ont ApEco , Peeitax 
BE ou: ( Jocedliner a 
ee DUP | 
Pc. a 88» eel Fe 
ao q Lie ae. oe a eee. (aan ne | a ae eo 


sored 
con- 
Pro- 
Hol- 


ining 


es in 
pbell, 
geles 


and 


iness, 
. first 
ns & 


cago, 


duate 
ceded 


, Oc- 
ndus- 
d ad- 
ment 


yuncil 
m on 
t na- 
1 will 
r de- 


rho is 
He 


tomic 
alysis 
space 
erald 
f the 


f the 
irs to 
ed in 
miles 


com- 
o the 

This 
traffic 
icular 


sal of 
Id be 
n the 
d. 


tech- 
d im- 
r Ad- 
> 2nd- 


iffect- 
red at 
prob- 
ert P. 
John- 
York 


indus- 
y, the 


1950 


1950 
NATIONAL SYSTEMS 
MEETING 


THURSDAY & FRIDAY, OCT. 19 & 20 
IN NEW YORK CITY AT THE 
HOTEL NEW YORKER 


Conference Theme—Coordinating Systems 
Work with Management Planning. 


PROGRAM EXCERPTS— 


Integrating the Systems Organization 


Gaining Acceptance of Systems Work 
Developing Systems Personnel 


Survey and Analysis 


Personnel and Organization Studies 
Procedures—a Challenge 
Simplifying the Clerical Operation 


Standardization for Better Management 


Human Work and Effort 
Mechanical Work Output 
Quality Control 


Management Applications of Systems 


Forum Discussions 


All topics to be presented by outstanding speakers in 
the management field. 


e The Systems and Procedures Association of 
America, an association of methods specialists 
devoted to the development and application of 
good office and plant procedures, invites exe- 
cutives and others whose responsibilities have a 
direct influence on this work to attend this con- 
ference and participate in the two-day confer- 
ence program. 


For information and reservations write to 


Gibbs Myers, 100 Kingsland Road, Clifton, N. J. 


Sponsored by the 


Systems and Procedures Association 
of America 
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finest checking and 
marking crayon made! 


<4 WASHABLE SILK CRAYON Wo.295 H) 


RK 8 


STAONAL Wo.9 es] 


MADE IN USA. 


—_——e rena MENT 


WHA NOT Aue OFF 


SPECIAL CRAYONS FOR EVERY USE 
AND EVERY KIND OF SURFACE 


There is a Staonal for marking Boxes, Crates, Bundles, 
Paper Parcels, Shipping Tags; for China, Glass, Cellu- 
lose, Plastics, Tin, Metal, Textiles, Leather, Wet and 
Dry Lumber, Rubber, Paper; Oily, Wet or Dry Sur- 
faces; for use in Bowling Alleys. 


All are free from grit, waterproof and permanent, or 
washable, as required. Made in a wide variety of 
types, shapes and colors for every imaginable marking 
purpose. Packed one dozen sticks in a box, one gross 
in a container. 


No. 2 is the outstanding crayon for general 
marking, express packages, shipping containers, etc. 
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| 
aoa ee 
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= ee | 
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NO USE 
LOOKING, 
OSCAR 144. YOu 


CAN'T SEE my 
PAYCHECK 


ELIMINATE ERRORS. 
There is no chance of 
slipping a check into the 
wrong envelope when you use Paycheck “Outlook” Envelopes. 
Name of recipient appears only on the check itself and can be 
seen through the glassine transparency. 


INSURE PRIVACY much desired by ev employer and em- 
ployee. Envelopes are made of special y: pe ea paper, a 
guarantee to each wage earner that his check cannot be seen 
by the curious or inquisitive. P 


SAVE ADDRESSING. Paycheck “Outlook” Envelopes save the 
entire time and cost of addressi: regular envelopes. Check 
can be inserted and sealed in a jiffy, no chance a@ mix-up. 
A distinctive lift to personnel relations. 


TAILOR MADE FOR YOU. Envelopes can be made practicall 
any size, with the “Outlook” feature of a size and © position 
to register with whatever you want to show on the check. 


Send us check you are now usin 


sample Paycheck “Outlook” envelope und’ pres toned 
imated 


lope and prices based 


on your estimated yearly requirements. 


SPONGEX CHAIR CUSHIONS SELL 
When You Buy at These Prices 


One Dozen Two Dozen Gross 
Size Ormore ormore or more 


144" 15" 1" $1.20ea. $1.00ca. $ .85 ea. 
164%" 17" 1" $1.50 $1.25 $1.06 
16%" 17" 2" $2.40 $2.00 $1.70 


Reversible covers — attractive 
green or brown frieze on one 
side, rattan-like fibre on reverse 
side. 

Stenographer cushions (123R) 
and Standard cushions (125R) 
made of bonded, shredded 
sponge rubber. Executive cush- 
ions (225R) made of light- 
weight, bonded Texfoam. 


Order assorted styles as desired 
—figure prices on total quan- 
tity ordered. 


Minimum order on one style is 
one dozen. Terms: 1% 10 days, 
net 30 days, F.O.B. Shelton. 


Order from 
THE SPONGE RUBBER PRODUCTS CO. 
314 Derby Place, Shelton, Conn. 


Steno Size 
Spongex 123R 


Standard 
Spongex 125R 


Executive 
Texfoam 225R 
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WITH THE ASSOCIATIONS 
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The first national convention of controllers and other 
financial officers of daily newspapers since the Korean war 
began will be held in Cleveland, October 15th-18th. The 
event will be the third annual meeting of the Institute of 
Newspaper Controllers and Finance Officers, and will be 
held in thy Cleveland Hotel. 

According to G. S. Phillips, controller of the Washington 
Post, Washington, D. C., who is chairman of the pro- 
gram committee for the Instiute, government controls, 
Federal taxation, newspaper costs, pension planning, and 
other timely topics will be discussed. 

“This conference is for the entire newspaper industry,” 
Mr. Phillips commented, “not just for INCFO members. 
Invitations will be sent to all controllers, finance officers 
or publishers of daily newspapers who wish to attend.” 

Others who wish to know more about the convention 
and the organization may obtain complete details from the 
executive secretary, W. E. Jacoby, The Wall Street Jour- 
nal, 44 Broad St., New York. 


October 8th-11th are the dates set for the fifth annual 
conference and products exhibit of the National Institute 
of Governmental Purchasing, to be held at Milwaukee’s 
Hotel Schroeder. The program has been planned to assist 
all public officials concerned with public purchasing, says 
John F. Ward, president of the NIGP. Reflected in the 
program will be the needs of public buyers, and authorita- 
tive information from responsible officials and industrialists 
will be presented. Special discussions on priorities, alloca- 
tions, and other controls will also be held. 

In addition to hearing prominent speakers, attendees will 
also have the opportunity of taking part in panel and round 
table discussions. 

Special events including sightseeing trips, have been 
planned for the ladies. Full information is available from 
Albert H. Hall, executive director, at the Institute, 730 
Jackson Pl., N.W., Washington, D. C. 


Meeting September 18th at the Elmwood Grille, the York, 
Pa. chapter of the National Office Management Association 
heard as guest speaker, George S. Schmidt, senior plant 
manager of the American Chain & Cable Co. Members 
were later taken on a guided tour of the company’s plant 
in York. 


Meeting at Whyte’s Restaurant, October 9th, the Tran- 
scription Supervisors Association of New York, heard as 
guest speaker, Linn Nichols, methods analyst, Socony 
Vacuum Oil Co. of New York, who spoke on “How to 
Administer an Office.” Mr. Nichols, a Socony veteran of 
thirteen years, is active in NOMA work and also conducts 
classes in management and office techniques at City College 
of New York. His was the second in a series of lectures 
arranged for the TSA by the Cornell University Extension 
Division. 

The Association announced that an outside series of lec- 
tures, also conducted by Cornell, would begin October 11th, 
meeting each Wednesday for six weeks. 


The nineteenth annual Mid-west conference on filing and 
records administration, sponsored by the Chicago Bureau 
of Filing & Indexing, Inc., 209 South La Salle St., Chicago, 
will be held October 6th at that city’s Edgewater Beach 
Hotel. Program speakers include Harold F. North, Swift 
& Co.; Dr. Earl P. Strong, University of Illinois; S. P. 
Martin, United Air Lines; Mrs. Margaret L. Hudson, Na- 
tional City Bank, New York, and Miss Mabel Mathews of 
the Chrysler Corp. 


For further association dates and listings, consult the 
calendar on page 78 of this issue. 
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originated this type of fastener, and as 
pioneers maintain the highest quality 
in material and serviceability. 


Look for Acco on your fasteners. 


ACCO PRODUCTS, Ine. 
OGDENSBURG, N. Y. 
In Canada: Acco Canadian Co., Ltd., Toronto 


7 f{—— "fs } 
=, . 


= — | 
ACCO FASTENER 


h CONTAIN THE STRONGEST AND 
3, SMOOTHEST LEADS YOU CAN 
t BUY FOR COMMERCIAL USE. 


NATIONAL PENCIL CO. 
SHELBYVILLE, TENN. 


220 FIFTH AVE. am 
mz 


If your 
local supplier 
cannot serve 


you... write 
A te ut for tree 
sample 


a 


WHEN YOU NEED 
MARKING DEVICES 


Fulton 
HAS THEM FOR YOU 


Prompt Shipment of 
Service and Fulton Daters and Numberers 
DeLuxe and Special Business Outfits 
Sign Making Kits 
New, Improved Dri-Kwik Stamp Pad and Ink 
Fulton Stamp Pads and Ink 
All Weather Wood Block Pads and Ink 


Write for Catalog 


“Fulton MARKING EQUIPMENT (0. 


82 Fulton Street, Elizabeth 1, N. J. 


aod 


TRANSFILE 
= TRANSFER FILES 


are the practical, low cost method of keeping 
semi-active and inactive records accessible at all 
times. Reinforced by steel, each file is a complete 
filing unit in itself. Units can be stacked into 
strong, rigid batteries. Steel front is available 
on 2 styles. Roller bearing drawer suspension is 
available on the De Luxe model. Check your 
stock and order today. 


e 3STYLES e 13 SIZES 
Write for Your Gussco Filing Supply Catalog 


GUIDE SYSTEM & SUPPLY CO. 
335 Canal Street New York 13, N. Y. 


October, 1950 
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EXCLUSIVE HANDLES 


GRIPCAN 


STYLE G-150 (With casters) 
STYLE G-110 (Without casters) 
SIZES 


16x30 18x30 20x30 
16x36 18x36 20x36 


rat (0. Ine. 


LOVE, N. Y. 


Led by architects and 
office planners the trend 
is to Office Valet ward- 
robe equipment. By 
keeping wraps dry, aired 
and open to germ killing 
light this modern steel 
equipment helps prevent 
spread of epidemics and 
resulting absenteeism. 
Keeps wraps “in press” 
helps employee morale, 
saves floor space, fits in 
anywhere, ends locker 
room evils. 


Widely advertised in gen- 
eral business, institution- 
al and trade magazines, 
this line offers an almost 
unlimited opportunity 
for offices, factories, 
schools and institutions. 


Write for 
Bulletin 
0.V.-4 


VOGEL - PETERSON CO. 


624 So. Michigan Ave., Chicago 5, Ill. 


This Publication on Microfilm 


OFFICE MANAGEMENT & EQUIPMENT has entered into an 
agreement with University Microfilms, of Ann Arbor, 
Mich., to make available to libraries issues of this magazine 
in microfilm form. 

This process makes it possible to produce and distribute 
copies of periodical literature on the basis of the entire 
volume in a single roll in editions of thirty or more, at a 
cost approximately equal to the cost of binding the same 
material in a conventional library binding. 

Under the plan, the library keeps the printed issues un- 
bound and circulates them in that form for from two to 
three years, which corresponds to the period of greatest 
use. When the paper copies begin to wear out, they are 
disposed ‘of and the microfilm is substituted. 

Sales will be restricted to those subscribing to the paper 
edition, and the film copy is only distributed at the end 
of the volume year. 

The microfilm is in the form of positive microfilm and 
is furnished on metal reels, suitably labeled. Inquiries con- 
cerning purchase should be directed to University Micro- 
films, 313 North First St., Ann Arbor, Mich. 


Sinclair Architects Named 


The firm of Kenneth H. Ripnen Co., Inc., architects, 101 
Park Ave., New York, has been retained to plan and de- 
sign the ten floors of 600 Fifth Ave., New York, which is 
known as the Sinclair Oil Building. Sinclair recently leased 
it from its owner, the Massachusetts Mutual Life Insurance 
Co. Occupancy is scheduled for May 1, 1951. 


Records Management Workshop 

The University College, University of Chicago, will pre- 
sent a records management workshop in its Downtown 
Center in the 1950 fall quarter, one designed to acquaint 
the executive with the value of a coordinated records pro- 
gram. It is also planned for those engaged in some phase 
of records work and will provide them with an opportunity 
to study mail and distribution operations, classification sys- 
tems, microfilming, and other related subjects. The course 
will be under the direction of Vera A. Avery, file consul- 
tant, and Freida Kraines, records and library supervisor 
of the Chicago Park district. 

The fee is $25 and the classes, which begin October 4th, 
will be limited to thirty. Information is available from 
University College, 19 South LaSalle St., Chicago. 


CCNY Opens Management Courses 

Ready to supply intensive training for men and 
women who want to prepare to take on increased responsi- 
bilities, the City College Midtown Business Center begins 
its fall part-time evening course in management techniques 
on October 10th at 430 West 50th St.. New York. Fult 
particulars can be obtained from the supervisor of admis- 
sions at that address. 

The program focuses on developing the skills in applying 
the principles of work simplification and mechanization to 
reduce costs; preparation of standard office procedures, 
and other subjects. 


French Exposition On 

Under the patronage of the President of France, the 
Salon et Congres International des Industries et du Com- 
merce de Bureau will be held in Paris at the Parc des Ex- 
positions de la Porte de Versailles from October 8th-19th. 
It is expected that 150 exhibitors will feature outstanding 
new and staple items for office use in the way of machines, 
equipment, and supplies and in addition there will be a 
forum on office problems and procedures in which methods 
and materials available to office management will come un- 
der discussion by speakers representing various organiza- 
tions of management people. 

Details regarding the event are available from the Salon 
des Industries et du Commerce de Bureau, 9 Rue D’Edim- 
bourg, Paris 8, France. 
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Metal tal plates 


for 
office 
duplicating 
machines 


< 


MULTILITH and DAVIDSON 


* el ectroni € Now at no extra cost 
deep-etch plates §25° Pr 


*Electronic Deep-Etch Plates give MORE 
impressions and FINER reproductions 


--» SEND 


MICHAEL LITH COMPANY 
141 W. 45th. © NEW YORK 19 


FOR COMPLETE PRICE LIST OF NEGATIVE 
SERVICE, PLATES, AND SUPPLIES 


FOR_EVERYTHING 
m 5 


units caplet 
thing you need md for Spirit x si Sock} 
duplicating. 
Yes, all under one name HEYER . . . c quality prod- 
uct to give you clear copies . . . everytime 

. . regardless of make or model of your 
duplicator. 

Write for 
Complete Catalog 


Offered by Leading Dealers Everywhere 


1848 South Kostner Avenue * Chicago 23,U.S.A. - 


October, 1950 


INTERCOM 
Years ahead of its time 
in operation and design! 

Write for Catalogue K-15 


SEE IT AT 
THE NATIONAL 
BUSINESS SHOW 


GRAND CENTRAL PALACE, N. Y. 
OCT. 23rd to 28th, SPACE 358 & 360 


EXECUTONE INC., 417 Lexington Ave’, N. Y. C. 
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MOISTENS, DISPENSES, APPLIES 
STAMPS AND SEALS ENVELOPES 


At last a practical stamp dispenser for large or small mailings. 
Holds full roll of postage stamps. With one simple movement 
of your thumb Jiffy Mailer moistens and disp tamps. Ends 
licking of stamps and envelop Moistens labels . . . without 
removing stamps. Applies up to 2,000 stamps per hour. Clear, 
sturdy plastic. No moving parts. Satisfaction or full refund. 
Order one for each stamp denomination. Stamp 

rolls at any Post Office 4 $1 95 


See clip and mail coupon today EAR 


' 

THE RETLAW CO., Dept. M2, 6 N. First St., Arcadia, Calif. 

I Enclosed is $....... Please send ...... Jiffy Mailers to: 

; BD wanes cicidusdeebreesnenosabacnt a ae 
4 PR kins. ececubbindeacogepesniad ir ©. SOO sc nxcodigisictntecatend 
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ONLY $99.50 


Why DUPLICOPY 
is better at less cost! 


Duplicates up to 300 copies from 

one master sheet ... at a cost 

as low at Sc. Easy to operate. 
Prints up to 4 colors at one 
time, at no extra cost. 


=_ 
2 
ba 


No gelatins, inking or stencils. 
Prints clean, clear copies. 


details or send order. 


DUPLICOPY 


e COMPANY, Dept. E 
224 W. Illinois St. 
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CONVOY. chew -Goard/* 
STORAGE FILES 


MAKE THE COST AND WEIGHT 
OF STEEL UNNECESSARY 


Convoy Chem-board Storage 
Files weigh little over half as 
much as steel files . . . are priced 
in the corrugated paper board 
range — with serviceability in 
the steel range . . . take less 
than 10% more space than steel 
files . . . can be stacked to the 
ceiling without supports... 
mate together top-to-bottom 
and lock together side-to-side 
... have wax-like texture that 
makes drawers slide easily ... 
are shipped assembled for easy 
installation without tools . . . 145 pounds—or 200 pounds and 
are water resistant — moisture more—are the same to the stand- 


“ ard letter file drawer in this 
will not weaken them. unusual strength test! 


(*) Chem-board is the product of Convoy’s exclusive chemical 
impregnation process that hardens the raw corrugated paper 
board and thoroughly binds the fibers. It is widely used to 
replace steel and wood industrial tote boxes. 


> mr ad 

cc 
STORAGE FILES 
CONVOY, INC. «¢ P.O. Station B, Canton 6, Ohic 


You'll like Convoy quality and 
economy. Write today for full 
information and prices on 14 
standard sizes. 
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CLASSIFIED ADVERTISING 


Rates are |5¢ a word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT & EQUIPMENT, 212 Fifth Ave., 
New York 10, N. Y. 


Employment Service 


QUALIFIED MEN whose earnings have been $3,000 and up. This 
confidential exchange, now in its 19th year of service to high-grade 
men, specializes in individualized personal service, in opening. contacts 
and n iating for satisfactory salaried positions. Eugene L. Williams, 
2220 . Grace St., Richmond, Va. 


WRITE: for demonstration, further 


Chicago 10, Ill. 


BUSINESS ADM.: For Profs. Advertising, Accounting, Mgt., Mktg. 
Retailing, etc. Master-Doctors Degrees. Colleges-Universities. Salaries 
to $7,000. Cline Teacher’s Agency, East Lansing, Mich. 


SALARIED POSITIONS, $3,500-$35,000. If you are considering a 
new connection, communicate with the undersigned. We offer the 
original personal employment service (39 years recognized standing and 
reputation). The precedure of highest ethical standards, is individual- 
ized to your personal requirements and develops overtures without 
initiative on_your part. Your identity is covered and present position 
protected. rite for particulars. R. W. Bixby, Inc., 292 Dun Bldg., 
Buffalo 2, New York. 


Help Wanted—Male 


WANTED—CAPABLE Experienced man to manage and do purchasing 
for old established Office Supply and Office Furniture firm employing 
about 20 employees located in large New England City. Excellent op- 
portunity for an alert “Live Awake” individual. Please write com lete 
details of experience. Replies will be held in strict confidence. Address 
OM-86. 


BRANCH MANAGER WANTED—Leading steel office furniture manu- 

facturer desires applications from men experienced selling office equipment 

A national accounts and with ability to train and direct salesmen. 
-76. 


BUSINESS MANAGER, 45 to 50 years of age; for large health or- 
ganization; only qualified person with extensive experience in office man- 
agement, accounting, purchasing, personnel practice need apply. Business 
Administration degree preferred. Write fully stating education, qualifica- 
tions, experience; salary required. OM-83. 


Position Wanted—Male 


PERSONNEL ASSISTANT, M.A., desires career in personnel. 5 years’ 
experience wage and salary administration, job analysis, evaluation and 
statistics. Married, 28, responsible. Re-locate. OM-85. 


SALES EXECUTIVE with outstanding record in sales, sales promotion 
and sales training seeks position where 29 years of experience in the 
office equipment and home appliance field can be profitably utilized. Past 
earnings up to $12,000 annually. Willing to consider any good proposition 
in sales, management or training. References. OM-80. 


ASSISTANT SALES—Advertising Manager: Over 11 years experience 
administrative capacity handling technical correspondence, sales-production 
liason system supervision. Four years successful sales promotion for 
manufacturer through dealer/distributor outlets. OM-87. 


For Sale or To Buy 


FOR A Beautiful desk plate mounted on black walnut base send $2.95 
and name desired to Mail-N-Post, Wapping, Connecticut. Satisfaction 
guaranteed. 


ADDRESSING, Duplicating and Mailing Machines wanted. A. V. Pit- 
ney Bowes. Rebuilt and Guaranteed. The ADAMM Company, 250 Third 
Avenue, New York City 10, OREGON 7-8765-66. 


OFFICE MACHINES expertly rebuilt, bought, sold. Parts and sup- 
plies. Wholesale, export. Checkwriters, adding machines, calculators. 
Check Writer Co., Inc.. 536 Broadway, New York, N. Y. 


CALCULATORS—Monroe, Friden, Marchant. Greatly reduced prices. 
A-1 condition, 1 year guarantee. Monroe Electrics from $69.50. rite 
for our free decimal equivalent charts. AAA Adding Machine, 438 West 
38 St., New York 18, N. Y. 
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INFO Gets Facts for Business 

INFO, Independent National Fact-Finding Organization, 
292 Madison Ave., New York, offers to business organiza- 
tions, advertising agencies, publishers, and others, an inter- 
esting service: “facts and figures when you need them.” 

Through a subscription system, companies can, through 
telephone or letter, ask INFO for a simple vital fact or for 
a thoroughly researched project. Subscription fee deter- 
mines the amount of questions that may be asked in a given 
period. These can pertain to current news, statistics, trade, 
finance, and a variety of other subjects. 

Details on this unique service are obtainable from ‘the 
company at the address given above. 


Bulletin Describes NYU Courses 

New York University’s Management Institute, 1 
Washington Sq., New York, has issued a 15-page bulletin 
in which are described the many courses offered during the 
fall term. These include personnel management; job analy- 
sis; training practices for management; office systems and 
procedures, and several others. Information concerning 
them may be obtained by writing Denis Sinclair Philipps, 
executive secretary of the Institute at the address given 
above. 


Rem-Rand Aids Color Television 


Color television for industrial, business, institutional, 
governmental, and military use will be a reality in a few 
months through an unusual cooperative agreement con- 
cluded recently between Remington Rand, Inc., 315 Fourth 
Ave., New York, and the Columbia Broadcasting Co. of 
that city. 

Under the agreement, CBS will provide the designs of 
the equipment, Remington Rand will manufacture and sell, 
CBS will perform the testing functions, and the manufac- 
turer will then take over distribution and installation. Ex- 
isting organizations of both companies will be utilized 
for the project, and for the time being, no expansion will 
be required. 


Expansion at Pitney-Bowes 


A $250,000 building expaasion which will add 36,000 
square feet of floor space to its plant and general offices, 
has been announced by Pitney-Bowes, Inc., Stamford, 
Conn., manufacturer of postage meters and mailing 
machines. The company’s second expansion in five years, 
the new construction will add an entire fourth floor to the 
administration building and extend part of the plant to 
enlarge machine shop and assembly operations. 

John H. Pratt, Jr., vice-president for manufacturing, ex- 
plained that greatly increased sales and service, accom- 
panied by a fifty per cent rise in production volume, is 
responsible and has necessitated the new facilities. 


SALESMEN 


wae 1950 1890 


Different? —Yes— but : 
exactly alike in their : 
dependence upon eH 
BEACH'S i! 
“COMMON SENSE" # ie i 


EXPENSE BOOKS 


f to keep track of their 
traveling expenses. 


Beach Publishing Co. 


7338 Woodward Ave. 
Detroit 2, Mich. 


Be sure to look 
for this name 


it’s the only way to be sure! 


THE ARTGUM BRAND, standard for half 
a century. A product of The Rosenthal Co. 
45 East 17th St., New York 3. 


“K-LINE” Self-Locking Posts 
POLISHED ALUMINUM 


The most efficient and economical 
binding posts obtainable for use in 
conjunction with various types of 
STORAGE BINDER” 

Lengths: 1, 1'/2, 2, 2/2, 3 and 4/2" 
Expansion up to 7'/2 inches 
Extension lengths and Posts with re- 
movable heads are also available. 
Prices with full details on request. 
Canadian Distributors 
LUCKETT LOOSE LEAF, Ltd. 


. 17th Street Il Charlotte Street 
Los Anegles, Calif. Toronto, Ont. 


W. R. KLINE CO. 


Brooklyn 9, N. Y. 


Western Distributors 


GANE BROS. & LANE, Inc. 
140 W 


440—73d St. 


Are Your Guide Tabs 
BROKEN? Cut them off and Ry, Ss 


Unbreakable Substitute with 
Spring Jaws 
clamp them firm- 
ly to cards but 
permit removal or 

rearrangement, 
Large openings covered by transparent 


pyroxylin, white, blue, green, yellow, 
_ or red. 
nsertable labels in perforated strips for typing. 


2 Sizes, 1 in. wide, and 2 in. Tops straight or bent back. 
Sold by leading stationers, U. S. and foreign, or sent post- 
paid to responsible firms on 30 days’ trial. Price list free. 


Samples (5 or less) 2 cents each. 
102,325 used by Sears, Roebuck & Co. 
CHAS. C. SMITH, Manufacturer Box 801, EXETER, NEBR. 


October, 1950 
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Floored by scratched-up 
floors? 


Stop this expense! 
Equip chairs with 
Bassick “Diamond- 

Arrow’’ Casters! 


The overhead that is underfoot can be reduced .. . 
with Bassick ‘‘Diamond-Arrow”’ Casters! 

Their easy swiveling action, combined with highest 
quality wheels, protect the finest floors — and quiet, 
smooth movement boosts office efficiency, too! 

Patented two-level, ball-bearing construction, yet 
inexpensive. No wonder they’re the best-selling 
quality casters. Be sure to specify them for all re- 
placements. 

WRITE NOw for free Catalog No. 
137 on ““FLOOR PROTECTION 
EQUIPMENT” to Bassick, world’s 
largest manufacturer of casters. 
Address THE BASSICK COMPANY, 
Bridgeport 2, Conn. Division of 
Stewart-WarnerCorp. Jn Canada: 
Bassick Division, Stewart-War- 
ner-Alemite Corp., Ltd., Belle- 
ville, Ont. 


Making more kinds 
of Casters... 

Making Casters 
do more 


Advertiser . Index 


Acco Products, Inc........ 

Ace Fastener Corp 

American Photocopy Equip- 
t 


Bassick Co., The 

Beach Publishing Co... 
Binney & Smith Co 
Bostitch, Inc 


Cole Steel Equipment Co.59, 60 

Columbia Ribbon & Carbon 
Mfg. C 

Commercial Controls Corp. 10 

Convoy, Inc 

a ~~ smmeeeen Mfg. 


Cramer Posture Chair Co. . 


D 
Davidson Corp...... 
Dennison Mfg. Co 
Ditto, Inc 
kt ae 


E 
Eastman Kodak Co 
Esterbrook Pen Co., The 12, 13 
Executone, Inc 


Faber Pencil Co., Eberhard 8 
Friden oi a Machine 


Gavrin Press, Arthur J.... 
General Binding Corp 
—— Fireproofing Co., 


Globe-Wernicke Co., The. 
Gonco Mfg. Co 

Graff Co., George B....... 
Gray Mfg. Co., The 

Guide System & Supply Co. 


H 
Hammermill Paper Co.... 
Heyer Corp., The 


I 
Invincible Metal Furniture 


Marchant diced Ma- 
chine C 


Michael Lith Co 
_— Mining & Mfg. 


Morris Co., Bert, The 
Mosler Safe Co., The 


N 
sg Fiber-Craft Co., 


National Pencil Co.. ’ 
“ee Vulcanized Fibre 


Oo 


Oakville Co., Div. Scovill 
Mfg. Co 


Office Management & 
Equipment 
Outlook Envelope Co 


P 
Pronto File Corp 


R 
Remington Rand, Inc 
Retlaw Co., The 


Rosenthal Co., The.... 
Royal Metal Mfg. Co 


Sanford Ink Co 
— Steel Equipment 
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